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INTRODUCTION

This report contains the results of a study to design a communi-
cations network to facilitate interloan and/or requests for holdings in-
formation in the three public library systems in New York Citythe
Brooklyn Public Library, the Queens Borough Public Library and The
New York Public Libraryundertaken in the Spring of 1966.

Five basic objectives were established for the study:

1. to determin.e the optimum network (i.e. , hierarchy of
searclies) for satisfying the needs of a public library pa-
tron in New York City who does not find the book(s) he
wants on the shelves of the agency he visits and who
wishes that agency to s.ecure the desired material through
interloan;

2. to propose the communications equipment this network
should utilize for transmitting requests, searches and
responses;

3. to describe under what circumstances and in what manner
this network should be used to provide city-wide data in
response to telephone and in-person requests for holdings
information;

4. to prescribe the system compensations, if any, that should
govern intersystem lending resulting from the establish-
ment of any recommended network; and,

5. to suggest how any recommended communications network
should be organized and prepare an approximate timetable
for implementing the plan.

The scope of the study was defined to include an assessment of

future interloan requirements within and among the three library systems
as a factor in the basic network design.

The Reference Dppartment of The New York Public Library is not
_included in the scope of the survey.



The methods employed in pursuit of the objettives outlined above

included:

interviews with personnel of the interbränch loan units
in each sYstern; With publicei.vice, technical processing
and telephone refe:ence personnel in each system center,
with librarians at regional or district libraries in each
system and with a selected sample of agency librarians
throughout the city;

analysis of system data relevant to current and historical
patterns of interlibrary and interbranch loan and telephone
requests for holdings thformation, including, if available,
datkon the percentage. of requests that are filled at the
system level and the average time required to effect an
interbranch loan; and,

review of alternative communications equipment for the
intefloan hetwork with special emphasis on the cost, speed
and volume capacity of tile various available'devices.

The body of this report contains the findings, conclusions and
recommendations of the study. Tlie suppor,ting appendixes present
the details of-data obtained in the course of The intensive analysis of
curreint interloan prucedures. in e.ach of the library systems:

Gi;ateful acknowledgment is made of the untiring c(Joperation and

assistane of numerods staff members of the three ipti-blic libraries.
Special thanks are due to Waltei Curfey, Director of the Suffolk Co'oper-

ative Library System and Robert D. Smith of the Engineering Staff of the

New York Telephone Company for their invaluable guidance in the in-;
vestigatoh and evaluation of alternative communications equipment.



TEXT

The sections which follow present the findings, conclusions
and recommendations of the study. This discussion relies heavily upon
the detailed descriptions of interloan procedures in the three public li-
braries contained in the Appendixes A, B and C. For each system, the
relevant appendix reviews the types of interloan requests handled by
the system, the volume of such requests, the procedures followed in
processing interbranch loan requests, the nature of current interbranch
loan communications, the time required to fill requests for material
through interbranch loan, the forms used in the processing of inter-
branch loan requests, the system's experience with interlibrary loan
requests and, finally, the servicing of telephone calls of inquiry to the
Ir.ystem's union or public catalog. In addition, each appendix contains
an extensive flow chart that depicts the hierarchy of searches, prepara-
tion of forms, system communications and professional efforts that may
result from the most common type of interbranch loan request, the
author/title request.

INTERLOAN ACTIVITIES

The interloan activities in the public libraries of New York City
that were of prime concern in this survey include the handling of re-
quests for material on interlibrary loan originating within each of the
systemg and the processing of system interbranch loans. Activities
related to the handling of ,interlibrary loan requests received from
sources outside the immediate service areas of the three libraries
were not part of the focus of the study.

Each library maintains an interbranch loan (IBL) office or de-
partrnent as the central coordinating unit for meeting the interlibrary
and inierbranch loan requirements of the patrons of the system. As
the appendixes indicate, however, the servicing of patrons' requests
for materials on interlibrary loan constitutes a minute percentage of
the work load of the IBL oifices. The task of all three unitS is almost
exclusively the processing of requests for material on interbranch loan.

The three systems receive a combin total of approximatelyV
205,000 interbranch loan requests annually. hese requests fall into



several distinct categories. Depending on the system, a particular
request will be one of the following types: author/title, subject, pic-
ture, foreign language title, music score or multiple copy request.
These requests are distinguished not only in the nature of the material
requested but also in the procedures followed in attempting to fill
them. Just as interbranch requests account for the great bulk
of system interloan activity, so too do author/title requests represent
the major portion of interbranch loan operations in the three libraries.

The libraries are able to fill an estimated 78% to 87% of the
requests received for material on interbranch loan. The large majority
of unfilled requests fall into the author/title category. The three li-
braries do not currently engage in intersystem borrowing to attempt to
satisfy interbranch loan requests that cannot be filled in the system in
which they originate. Such intersystem loaning experiments were car-
ried out in the late 1950's and early 1960's but were discontinued as a
result of procedural difficulties. As Appendix D indicates, the librar-
ies could service as --nuch as 15% to 25% of author/title requests that
are unfilled because the desired material is not held if they established
a cooperative procedure for intersystem loans. Such unfilled requests
represent from 9% to 18. 5% of all interbranch loan fequests received.

The levels of interloan activity within and among the three sys-
tems would undoubtedly be altered in the event the libraries adopted
union book catalogs to replace the non-union card catalogs in their
agencies. It is unrealistic to predict, in advance of such a conversion,
the precise nature and extent of the changed interloan demands.

SYSTEM DIFFERENCES IN INTERBRANCH
LOAN PROCEDURES

The three systems exhibit wide differences in the procedures
each has developed for the routing of author/title interbranch loan re-
quests from neighborhood agencies to the central interbranch loan unit,
for the distribution and transmission of requests from this central
unit to agencies or collections holding the desired titles and for the
placement of reserves in the course of processing requests against the
resources of the system. These differences are the natural conse-
quence of basic dissimilarities in the number and organization of ser-
vice agencies in each library, in the historical development of agency
collections and in the volume of interbranch loan requests generated by
patrons of the system.

2



Thus, the library with the most agencies, the largest book-
stock in its regional collections1 and the highest annual volume of inter-
branch loan requests, routes agency requests through regional offices,
distributes request forms from the central interbranch loan unit for
shelf searching only to the regional collections, limits the circulation
of requests that cannot be filled from a regional collection to a tele-
phone procedure involving only a percentage of the agencies known to
hold the title, and places reserves at the last stage in the request pro-
cessing cycle. On the other hand, the library with significantly fewer
agencies, no regional or central interbranc-hloa-n- collections and an
annual volume of interbranch loan requests that is less than 40% of

the highest volume, routes agency requests directly to the central IBL
office, provides for the rapid distribution of request forms for shelf
searching to all agencies and collections in the system known to hold

the title, culminates this circulation of requests among holding agencies
with a comparatively extensive telephone procedure when unfilled
requests are returned to the ,central unit, and places reserves
at the last stage in the request processing cycle. The third library,
with approximately the same number of °agencies as the system just
referred to, with regional collections and a central interbranch loan
-,ollection less than 30% of the bookstock of the regional collections of
the first system referred to and the lowest annual volume of requests,
routes agency requests through regional offices, precedes the distri-
bution of request forms with a telephone procedure involving the re-
gional and regional office agency collections, distributes request forms
for shelf searching to all agencies in the system known to hold the title
and places reserves at the earliest possible stage in the request pro-
cessing cycle. The third library's interbranch loan procedure can be

viewed as lying somewhere between those of the other two systems,
combining, as it does, the use of regional backup collections alongwith
a scheme for routing request forms to all agencies holding the title for
shelf searching.

A comparative evaluation of the divergent procedures followed
by each of the libra,ries in attempting to fill patrons' requests for ma-
terial on interbranch loan is outside the scope of this study. It is per-
tinent, however, to indicate in general terms effects of the basic pro-
cedural differences outlined above and detailed in the appendixes onthe

1 These collections are designed to supplement the resources of agen-
cies within the region or system and are available to patrons only
through interbranch or circuit loan.

3



time that is required to fill interbranch loan requests. The exclusive

or nearly exclusive use of substantial reserve collections, either at the
regional or central level,to meet interbranch loan requests provides
the opportunity for very rapid servicing of a percentage of requests
received but tends to increase the overall average time required to fill
requests, since some portion of requests received can only be serviced
by placing reserves on the desired titles at these collections. on.the

other hand, the complete or nearly complete reliance on the total'

resources of the agencies of the system to-se-rvi-c-e--inte-rbr-a.nh-loan

requests reduces the average time required to fill requests, since

fewer reserves tend to be placed to fill requests, but precludes very
rapid servicing of most requests. Of course, the significance of the

advantages and disadvantages of both approaches varies with increases

in the volume of requests received, other things being equal. Gener-
ally speaking, as the volume increases in the first case, the number

of requests filled by placing reserves against the backup collections

also increases, thereby lengthening the average time required to ser-

vice interbranch loans. As the volume increases in the second case,
routing requests to all agencies in the system holding the title places
excessive demands on agency staffs, resulting in greater delays.

Unfortunately, the libraries have not maintained interbranch loan sta-
tistics in a form that would enable them to determine, at various levels

of interbranch loan activity, the combination of regional collections
and system-wide searching that would constitute the most effective ap-

proach for servicing patrons' interbranch loan requirements.

The detailed descriptions of interbranch loan procedures and

the system flow charts contained in Appendixes A, B and C provide a

basis for reviewing the libraries' current practices in servicing re-
quests. Each of the systems has developed some steps in the procedures

which appear to reduce the amount of staff effort that must be expended

and/or the average time required to service interbranch loans. A corn-
parison by each library of the differences between its own practices and

those followed in the other two syStems may reveal opportunities for
profitable revisions in current routines for processing interbranch loan

requests.

RECOMMENDATIONS.

The framework for the future development of interloan opera-
tions in the public libraries of New York City is seen within the context

of the following recommendations.

- 4



Interbranch Loan Procedures

1. Each of the libraries with cbllections maintained syecifi-
cally to service interbranch loan requests should
install telex equipment for the transmission of requests,
search orders and responses between those collections
and the central interbranch loan office or department.

The libraries should install,automatic send-receive TWX
equipment having a rated capacity of-10-0 ward-s---,pe-r-minute to

effect these interconnections. Heavy-duty models of such
equipment should be installed at the central IBL units and at
any regional collection where the average total daily transmit-
receive time exceeds three hours.

2. The three libraries should not undertake the widespread
installation of data communicatiops equipment in the agen-
cies and collections of their s sfems at this time.

System-wide automation of interbranch loan procedures
should follow, not precede, the libraries' development and
implementation of computerized catalog production and main-
tenance and circulation control. .Such computerization would

provide, in machine readable form, the system-wide holdings
and dirculation data that-are essential to,the accomplishment
of significant innovations in the interloan services available to
patrons of the libraries.

The widespread introduction of telex or other data com-
munications equipment prior to the aVailability of such central
records would not so significantly reduce the time required to
service interbranch loan requests as to justify either the equip-
ment cost or the additional staff effort that would be required
to operate and maintain such a complex network.

In the event the libraries undertake the computerization of
catalog production and maintenance or circulation control, the
basic data processing system design associated with such com-
puterization should include provisions for the eventual automa-
tion of interbranch loan procedures.

5
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Intersystem Loan

1. The three libraries should interconnect their central
interbranch loan units with telex -e ui ment and establish
a cooperative procedure for intersystem loan as a logical
extension of the interbranch loan s,ervices they provide
public library patrons in New York Cit . 1

Initially, this procedure should be restricted to the inter-
system servicing ofrequests-fox mate-Ha-1-s on-int-erb-ranch loan
that are not held by the system in which the requests originate.
At its inception, the procedure should not include provisions
for.the placement of reserves in the donor system when ma-
terials requested through intersystem loan are not available
at the time requests are received.

Intersystem loan among the public libraries of New York
City should be limited by the following regulations: a library
should not request or be expected to lend categories of materials
on intersystem loan that it will not provide on interbranch loan
within its own system; and, a library should not request or be
expected to lend specific materials on intersystem loan prior to
the time when it makes those materials available on interbranch
loan within its own system.

The libraries should view any additional expenses resulting
from the development of intersystem loan as the cost of provid-
ing for their own patrons the expanded interloan services.

2. A pilot project should be undertaken, as soon as possible
after the introduction of intersystem loan, to test the
desirabiiity of intersystem borrowing of immediately
available material whenever the material to fill a patron's
request is held but not immediately available in the sys
tem in which the reuest ori:inates.

1 The two libraries with regional collections would t:ansmit inter-
system requests and responses on the telex equipment recommended
for installatthn to connect their interbranch loan offices with those
regional collections.
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This project should be undertaken before consideration
is given to any program for the placement of reserves in or,e
system to fill interbranch \pan requests originating in
another.

Requests for Holdings Information

1. The libraries should not employ the proposed data
communicationsequiprnent to tiansmit system-
wide Or city-v/ile_ holdings information in res onse
to patron's telephone or in-person inquiries.

Patrons' requests for holdings information in a card cata-
log system are best serviced by providing the patron with
the union catalog telephone number. Additional advertise-
ment of the three systems' union catalog telephone numbers
can be expected to encourage patrons to utilize more di-
rectly the resources of the systems in place of the initia-
tion of interbranch loan requests.

The implementation of the recommendations contained in this
report may present the three systems with opportunities to\further
standardize their interloampractices and data colleCtion. Stith op-
portunities'should be viewed as constituting the first stage in the
eventual mechanization of these services in the public libraries of
New York City.

c,
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Appendix A

BROOKLYN PUBLIC LIBRARY

The Brooklyn Public Library is made up of 51 local service
agencies; the central service agency, which is housed with the central
adininistrative offices of the library in the Ingersoll Building the
Business Library, a special collection housed with the Brooklyn Heights
agency; four non-fiction backup collections, intended to supplement the
non-fiction holdings of agencies and to provide for the filling of non-
fiction interbyanch loan requests; and two bookmobiles.

The 51local service agencies of the system are currently di-
vided for administrative purposes into three regions: the Borough Park
region, to which 18 agencies are assigned; the King's Highway region,
with 15 agencies.; and, the Williamsburgh region, with 18 agencies.
Each region is adrniniétered from a regional office, housed with one
of the service agencies in its region. Each regional office maintains
a backup collection of non-fiction titles designed to augment the non-
fiction holdings of the service agencies which are assigned to that
regional office for interbranch loan purposes. These are, for the most
part, the same agencies assigned to the regional office for administra.:
tive purposes, though the assignment of agencies to regional offices for
interbranch loan purposes does not coincide completely with the assign-
ment of agencies for administrative purposes. The 51. agencies are
served by three delivery truck (interchange) routes; each agency on an
interchange route draws on the regional office served by the same in-
terchange route for its interbranch loan needs, regardless of its regional
assignment for administrative purposes.

Each regional office, in filling interbranch loan requests, draws
not only on its regional collection but also on the collection of the agency
with which it is housed. Since this is, in every case, a larger than
average agency, the number of volumes which each regional office has
available to fill interbranch loan requests is substantial. The King's
Highway regional office, in addition to the King's Highway agency and
the King's Highway regional collection, draws upon the bookmobile
collection in filling interbranch loan requests.

In addition to the three backup collections maintained at the re-
gional offices, a fourth backup collection is maintained at the Interbranch
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Loan Office (IBL) in the Ingersoll Building. This collection, like the
three regional collections, is made up almost exclusively of non-
fiction titles; it is intended to serve the entire systerri in filling non-
fiction interbranch loan,requests. The staff of 'the IBL office serves
the system not only by filling interbianch loan requests from its own
collection, but also-acts as a central clearing house for routing inter-
branch loan requests which cannot be,filled from any of the backup
collections to other agencies.

Table A-1 summarizes the bookstocks of the four backup col-
,lections as of June 1965.

It should be noted that a second level of administrative orga-
nization of service agencies coexists with the regional organization.
Several of the larger service agencies in the system are designated as
district libraries; these are staffed with professional librarians, and
each one provides direction for no more than four agencies within its
district. There were six such districts in December 1965, and several
more are proposed. However, a number of service agencies remain
unassigned to any district complex, and in any case, the assignment of
an agency to a district does not affect its position with respect to cur-

.rent interbranch loan procedures.

TYPES OF INTERLOAN REQUESTS

Most materials normally circulated by the system may be made
available to patrons through interbranch loan procedures. In addition,
adults may request the library to secure materials not held in the
system on interlibrary loan. Procedures for interlibrary loan con-
form to the standards established by the American Library Association.

are:
There are four categories of interbranch loan requests. These

1. author/title request for a specific piece of
material;
subject requestfor material in a specific area
of knowledge;

3. music score and foreign language title requests
for specific material in these categories; and,

4. multiple copy requestfor multiple copies of a
particular title to serve discussion groups or..

special purpose projects.

e



T
ab

le
 A

-1

B
O

O
K

ST
O

C
K

 S
U

M
M

A
R

Y
, T

H
R

E
E

 R
E

G
IO

N
A

L
C

O
L

L
E

C
T

IO
N

S,
 T

H
R

E
E

 R
E

G
IO

N
A

 L
 A

G
E

N
C

 Y
 C

O
L

L
E

C
T

IO
N

S,
A

N
D

 T
H

E
 I

N
T

FR
B

R
A

N
C

H
 L

O
A

N
 C

O
L

L
E

C
T

IO
N

JU
N

E
 1

96
5

B
ro

ok
ly

n 
Pu

bl
ic

 L
ib

ra
ry

.,
.

C
ol

le
ct

io
n

'

-

A
D

U
L

T
C

H
IL

D
R

E
N

'S
T

O
T

A
L

Fi
ct

io
n

N
on

-
Fi

ct
io

n
.

T
ot

al
Fi

ct
io

n
N

on
-

Fi
ct

io
n

T
ot

al
A

du
lt 

an
d

C
hi

ld
re

n'
s

B
or

ou
gh

 P
ai

l(
 A

ge
nc

y
10

,7
33

22
,5

73
33

,3
06

9,
63

1
8,

67
8

18
,3

09
51

,6
15

B
or

ou
gh

 P
ar

k 
R

eg
io

na
l

33
11

,7
60

11
,7

93
0

56
8

56
8

12
,3

61

B
or

ou
gh

 P
ar

k 
T

ot
ai

10
,7

66
34

,3
33

45
,0

99
9,

 f
k.

31
,
9,

24
6

,1
8,

k-
T

t

7
63

,9
76

--
--

-,
,

r
.

K
in

g'
s 

H
ig

hw
ay

 A
ge

nc
y

11
,9

86
25

,0
74

37
,0

60
11

,5
89

13
 2

64
,

24
,-

85
3

61
,9

13
Q

K
in

g'
s 

H
ig

hw
ay

 R
eg

io
na

l
83

17
,4

14
17

,4
97

0
;

66
2

66
2

18
,1

59
1 1

.
.

L
ib

ra
ry

-o
n-

W
he

el
s

5,
93

6
5,

62
0

11
,5

56
14

,3
96

12
,7

94
27

,1
90

38
,7

46

K
in

g'
s 

H
ig

hw
ay

 T
ot

al
18

,0
05

48
,1

08
66

,1
13

25
,9

85
26

,7
20

52
,7

05
11

8,
81

8

W
ill

ia
m

sb
ur

gh
 A

ge
nc

y
9,

03
1

19
,9

04
28

,9
35

6,
94

8
5,

87
9

12
,8

27
41

,7
62

.,.
_

W
ill

ia
m

sb
ur

gh
 R

eg
io

na
l

45
17

,8
71

17
,9

16
0

52
1

, 5
21

18
,4

37

W
ill

ia
rn

sb
ur

gh
 T

ot
al

9,
07

6
37

,7
75

46
,8

51
-

6,
94

8
6,

40
0

1,
3,

34
8

60
,1

99

In
te

rb
ra

no
ch

L
oa

n
'

'
11

21
,0

30
21

,0
41

o
O

,
-,

o
21

,0
41

f '

..

Fo
ur

 C
ol

le
ct

io
n 

T
ot

al
37

,8
58

14
1,

24
6

17
9,

10
4

42
,.5

64
42

,3
66

84
,9

30
26

4,
03

4
'



ClasSes of circulating material not generally available through
interbranch loan include: uricataloged materials, phonarecords, and
pictures. Juvenile materials are available on interbranch loan, al-
though the volume requested is relatively small.1

VOLUME OF INTERLOAN REQUESTS

The bulk of the volume of interloan requests received by'the
system consists of author/title interbranch loan requests. Author/
title requestsLwhich numbered 34,696 in 1965, accounted for 60%

-of-the 57T2137 re-servepo-stals_filed_b_ys in that year . Most

of the remaining reserve postals represent requests for material
that were filled at the point of filing and that, therefore, never en-
tered the interloan process.

The other types of interbranch loan requests accounted for
a much smaller volume of interloan activity than,did the author/
title requests, as the discussion below indicates. In the fiscal year
ending June 1965, the library borrowed three titles on interlibrary
loan for patrons of the system.

Author/ Title Requests

Table A-2 g ves the numbers of author/title interbran-ch loan
requests received nd filled at the regional offices in 1965. Table

A-3 gives the num ers received at the IBL office in the same year
and their dispositi n.

Of the 31, .71 author/title, requests received at the regional
offices du,ring thej year, 6,646 or 20.9% were filled at the regional
level. The remahing 25d25 requests were forwarded to the IBL
office. The reqursts received from the regional offices together

1 Each of the three regional collections includes some titles clas-
sified as juvenile,non-fiCtion. The IBL collection does not contain

juvenile .titles, -hoWever.
2 Number of reserve postals purchased by the system in 1965; taken

as the best available approximation to the actual number of reserve
postals filed during the year.
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with 2,925 requests received directly from the central building rnaae
up the total of 28,050 requests received at the IBL office during 1965.

Of the total requests receiVed at the IBL office, 1,554 were
filled from the IBL collection; 3,3.79 were filled from.the regional col-
lections .as a result of the IBL office telephone checks of the regional
coilections (see section on Interbranch Loan Procedures); 15,678 were
filled"from the 'main collection Or from other service agency collections;
and 7,439, or 26.5%, were unfilled. The last two columns in Table
A-3 give the numbers and percentages of requests for titles held in the
main collection only or in the main collection plus only one other colr
lection. These reqtre-sts were, respectively, routed only to main to be
filled or routed initially to main.

The 31,771 requests received at the regional offices, plus the
2,925 requests received at IBL directly from central service, make up
the total of 34,69.6 author/title interbranch loan requests initiated in
the system in 1965. Of that number, 27,257 requests, or 78.6%, were
filled.

Subject Requests

Table A-4 gives the numbers of interbranch loan subject re-
quests received at the regional offices in 1965 and the numbers of books
sent in response to those requests. No figures were maintained on the
number of subject requests filled in whole or in part as a result of the
books sent or of the number of subject requests forwarded to the subject
divisions at the central building. Estimates made by library staff in-
dicate, ho'wever, that one-half or More of the total of 1,086 subject
requests received at the regional offices were sent to central to be
partly or completely filled.

Music Score, Foreign Language Title
and Multiple Copy Requests

Statistics on the number of requests for music scores, foreign
language titles and multiple copies generated in the system in 1965 are
not available. Library personnel; however, estimate that the volume
in each of these categories was small, music score requests approxi-
mating 10 to 12 per month and foreign language title requests,50 to 60
per month. On the basis of an actual co'unt made during the first quarter.
of 1966, it is estimated that multiple copy requests'average about 50 per
month.
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INTERBRANCH LOAN PROCEDURES

As has been indicated, a patron may initiate any one of four
different interbranch loan requests. The procedures followed by
system personnel attempting to fill each type of request are described
-below.

Author/Title Requests

The hierarchy of searches, preparation of forms, system com-
munications, and prOfessional efforts that may result from an author/
title request are depicted in the flow chart on page A-18.1 The reader may
find it helpful to refer to this chart in conjunction with 'ae following de-
scription of these complex procedures.

A patron may have a specific title in mind when he comes to an
agency or he may identify a title he would like to borrow in the agency
catalog. If the desired title is listed in the catalog, there are two
questions to be answered. First, is the title available for circulation
at that agency, or is it. for reference only? Second, if the title circu-
lates, is it in the agency at that time?

If the title is held by the agency, circulates, and is on the shelf,
the book is charged to the patron and the process is at an end. If the
book is not on the shelf, however, the title will be placed on reserve
if the patron so desires. The reserve remains in effect for five weeks.
If the bodk is returned to the agency within that time, the patron is
notified by postcard and the book charged to him when he calls for it.
If the book is not returned within the reserve period, the agency li-
brarian attempts to obtain a copy for the patron on interbranch loan.

The librarian will also attempt to obta!Ln a copy of the title on
interbranch loan if the title is not in the agency catalog, or if the agency
copy is for reference only and there appears to be a chance that some
other collection within the system may hold a circulating copy. To re-
quest a title on interbranch loan, the agency librarian fills out an

1 It should be noted that in both the flow chart and the written material
dealing with procedures for locating materials in response to inter-
branch loan requests the usual methods employed for each type of re-
quest are described. Each and every request, however, is not handled
in exactly the same way. The procedure or sequence may be varied as
necessary to.fulfill more efficiently the particular individual request.
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interbranch loan request slip, attempts to verify the author and title
in Books in Print or some other bibliographical listing, and forwards
the request slip to the regional office.

When the request slip arrives at the regional office the title is
checked against the holdings of the regional collection and against the
holdings of the agency which is housed in the same building as the
regional collection. 1 I1 the title is held in either the regional collection
or the regional office agency collection and is on the shelf, the book is
forwarded to the requesting agency _which notifies the patron. If the
book is not on the shelf in the regional collection, it will be placed on
reserve; reserves are not placed against the regional office agency
collection at this time. If the title is not held in any collection at the
regional level, or is not available, the request slip is grouped with
other slips received from agencies in the region and forwarded to the
Interbranch Loan Office (IBL office) at the central building regardless
of whether the title has been placed on reserve at the regional col-
lection.

When these request slips are received at the IBL office, they
are combined with slips received from the other two regional offices
and the slips received from the main collection at the central building.

All the clay's slips having been placed together, they are dated,
counted and alphabetized by author. The interbranch loan librarian
makes an initial check of the slips to .'iegregate any requests for
titles which were requested in the immediate past or which appear
to involve especially difficult problems. After these processes have
been completed the slips are set aside to be searched in the union cat-
alog the next morning.

When the request slip is checked against the holdings listed in
the union catalog, the complete holdings information for the requested
title is recorded on the slip, as well as the title's call number. Some
holdings information may in fact be recorded on the request slip before

1 To avoid confusion, an agency which is housed with a regional of-
fice will be referred to as a regional office agency.

2 Main is exactly like any other agency in the system with respect to
the initiation of interbranch.loan requests, except that its request
slips are forwarded directly to the IBL office rathe'r than to any
regional collection.
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it reaches the IBL office . If the requesting agency had placed a re-
serve against its own copy and had subsequently determined the copy
to be missing thigoinforrnation would be noted on the slip, as would
holdings information generated at the regional level for titles held in
either the regional collection or the regional office agency collection
but not found on the shelves.

After the union catalog search, the request slips a.i.e separated
into groupings according to whether or not the titles are held in the
system,and if so, where. Requests for titles determined to be held
in the IBL collection are set aside for a shelf check; books found on
the shelf are forwarded to the requesting agencies, while titles not
found on the shelf are reserved, provided a reserve has not already
been placed at the regional level. Requests for titles which are not
held in-t-h-e--I-B-L collection_b_u_t_whichme 1-.;eld in any one of the regional
collections or any of the regional office agency collections are set aside
for a telephone inquiry to the regional offices to determine availability
on their shelves; any books so located are forwarded to the requesting
agencies.

Requests for titles which are not held in any of the regional col-
lections or the IBL collection, but which are held in the main collection
or any of the agency collections, are processed as follows. Those
which, are held by main only and those which are held.by main and one
other agency collection are sent directly to main where reguests are
filled for those titl,:t; which are found on the shelf. Titles which are
not on the shelf are placed on reserve, provided a reserve has,not
been placed for that 'particular request at an earlier point in the pro=
cedure. All request slips for titls---vrhic-h-a-re held at main and-one
other agency are forwarded to the remaining holding agency whenever
the desired book is not on the shelf at main.

Requests for titles which are held at main and two or more
other agencies, or which are not held at main but are held at at least one
other agency, are initially routed to agencies other than main. (If
main holds the-title, it is last in the routing.) If there is only one hold-
ing agency the request slip is, of course, routed to that agency. When-
ever two or more agencies hold the title a decision is made by IBL
personnel as to which agency will receive the request slip first. The
first agency receiving the request slip in the routing from the IBL of-
fice places the title on reserve if its copy is not on the shelf and if no
prior reserve to fill the request has been placed. An effort is made in
distributing the slips to avoid excessively burdening any one agency with
reserves placed in this manner.
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Once the routing of a request slip has begun, it continues until
either the book is located on an agency's shelf or the slip has been
routed to every holding agency. If the book is secured it is prepared
for shipping and delivered to the requesting agency. If the request slip
circulates to every holding agency and a circulating copy of the title is
not located, the last agency in the routing returns the request slip to
the requesting agency,. Since the title will have been reserved at some
point in the system, the requesting agency waits for this reserve to take
effect. .If a copy of the book is returned to the reserving agency within
its reserve period, the book is forwarded to the requesting agency. If

the book is not returned before the reserve lapses, the reserving agency
so notifies the requesting agency'by sending the interbranch reserve re-
quest form to the requesting agency with an appropriate notation. Under
these circumstances, the requesting agency decides whether or not to
recirculate the request slip among the agencies in the system holding
the title. This decision is based on the age of the request and whether
or not the patron still wishes to obtain the book.

Those titles which are, according to the initial search in the
union catalog, not held in any collection in the systeM, are subjected
to a separate set of procedures. For each such title a check is first
made of the will/will not order file. This file includes titles for which
determinations to order or not to order have been made.

If the title is listed as a "will not order" because it was not re-
commended for purchase or because the library owns better material
on the subject, the fact is noted on the request slip and the slip is re-
turned to the requesting agency so that the patron can be notified.

If the title is listed as a "will not order" because the library is
waiting for an approval copy of the book or for a r-eview of-the -bo-o-k

to appear, if the title is listed as a "will order," or if the title is not
listed in the will/will not order file, a check is made in the not re-
commended file. This file lists all those titles not recommended for
purchase by the library'. If the title is found in this file the appropriate
notation is made on the request slip and the slip returned to the re-
questing agency SQ that the patron can be notified.

If the title is not in the not recommended file, the request slip
is checked against the on order file, which lists all thcise titles which
have been ordered but not'yet received. If the title is found in this file-,

the fact will be noted_on the slip and the slip returned to the requesting
agency. In this case the patron will be encouraged to place his reserve
at a later dale, as the book is expected to be available in the future.
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After all of the above checks have been made on titles not in
the union catalog, the request slips which have not been returned to the
requesting agencies with approp riate notations are forwarded to an
assistant coordinator in the central building. If a title has not been
successfully verified before it reaches this librarian, an attempt to
do so is made, and the slips are categorized accordin{ to appropriate
subject divisions in the main collection. When this has been done, the
slips are forwarded to the appropriate subject divisions, where the
titles are considered for purchase, decisions to purchase or not to
purchase made, and the results of the decisions noted on the slips.
(Each librarian to whom one of these slips is routed attempts verifi-
cation if no prior successful verification has been made).

After a sjip has been checked by a division chief, it is for-
warded to the library's adult coordinator who considers purchase of
the title for the branch collections.

When the slips have been reviewed by an assistant coordinator,
by one of the subject division chiefs, and by the adult coordinator, they
are returned to the IBL office. The IBL librarian makes one final
attempt at verification of any titles which have not yet been verified,
and the results of the passage of the request slip through the hands of
the several librarians are noted on each slip. The pbssibla notations
include the following: not in BPL, in process, not recommended,
being reviewed, constant demand, withdrawn, missing, or reference
only. When the notations on the slip are complete, a copy is made
for the IBL office records, and the slip is returned to the requesting
agency.

If a title is determined to be in process or is being reviewed,
the patron is advised that he may reinstate his reserve later. If the
title is for reference only, he is advised where the book may be con-
sulted. If the title is in any one of the,remaining five categories the
patron is notified that the reserve is cancelled.

Analysis of all the above procedures indicates that every
effort is made to fill an author/title interbranch loan request from
one of the backup collections (the IBL collection or one of the regional
collections) before filling it from any agency collection, and that it will
be filled from an agency collection other than main if possible. It is
also important to note that the search for a requested title does not'
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(MO cease when a reserve is placed foi the title requested. (The only ex-
ception to this occurs at the requestkng agency level. If the agency
at which the patron initiates his autho\qtitle request owns a copy of
the title and does not find it on the shell\ a reserve is placed and no
fuither search takes place until the rese7.re has lapsed.) Since, in
some cases, a reserve is placed on a title\while the search for a copy
continues, the possibility exists that the requesting agency may re-

\
ceive two copies of a requested title. To minimize the possibility of
this occurrence, the requesting agenty notifieS\the reserving agency
that a copy of the requested title has been receied and that the reserve
should be Cancelled. \\

Subject Requests

If a patron-does not have a Specific title in mind but desires
that a librarian select titles for him in a subject area, he may initiate
a. sub-rect--r-e-quest-on-dre-reference-reques-t-s-lip. This request-is- filled
from the regional collection to which the patron's local agency is as-
signed if, in the judgement of the regional librarian, it can be satis-
factorily filled from that collection. If, in the judgement of the regional
librarian, the regional collection does not afford sufficient holdings to
Satisfactorily fill the request, the reference request slip is forwarded
to the appropriate subject division at the central building. When the
titles selected have been sent to the requesting agency from either the
regional or the main collection, the patron is notified by means of the
reserve postal and the titles are charged to him when he calls for them.

Some subject requests are filled partly from the regional col-
lection to which the requesting agency is assigned and partly from the
main collection.if, in the judgement of the ragional librarian, the re-
gional collection affords material- which only partially satisfies the
request. In this case, the material selected from the regional collec-
tion is forwarded to the requesting agency with a note indicating that
further material can be expected from main, while the reference re-
quest slip is forwarded to the appropriate subject division at main with
a notation indicating what material was supplied at the regional level.

In sotne cases the regional librarian may identify reference
only material in the regional office agency collection as being pertinent
to the request, or it may be that materials identified at main as perti-
nent to the request may be for reference only. In either of these cases,
notification is forwarded to the requesting agency and the patron advised
where the reference material can be consulted.
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Interbranch loan requests for music scores or. foi foreign
language titles are not sent through the normal interbranch loan chan-
nels (regional office and IBL office) but are sent directly from the
requesting agency to the appropriate special collection at the central
library.

Multiple Copy Requests
041

A patron who belongs to a discussion group or a librarian iii

a service agency who wishes, for example, to use multiple copies of
one title in creating a book display may request multiple copies of a
single title by initiatilg a multiple copy request.

To initiatie_ttAs request, the requesting agency must forward
two copies of the interbranch request slip directly to the IBL oifice
28 days before the copies are needed, with notations indiczAing the num-
ber of copies needed and the number available at the requesting agency.
Upon receipt at the IBL office, the union catalog is checked to deter-
mine which agencies hold the title, and the request slip is duplicated
so that a copy can be sent simultaneously to each of the holding agencies.
In each holding agency if the book is on the shelf it is forwarded to the re-
questing agency. If the book is not on the shelf, the request slip is held on
the holding agenty's reserve panel until either the book comes in or the
date for which the title was requested elapses.

The Reserve Panel

Each-collection in the system rnaintains-areserve panel. If
the collection is an aiency collection, three types of cards will be dis-
played on the panel: the reserve postal, which represents a reserve
being held for a local patron; the interbranch request reserve salt
which represents a reserve being held for another agency; and the in-
ventory form, which is substituted on the panel for th,e reserve postal
or the interbranch request reserve slip in case a reserved book is not
returned to the agency within the reserve period. If the collection is
a backup collection, reserve postals will not appear on the panel be-
cause the collection does not serve local patrons directly.

When a book is returned to any collectiOn, the title is checked
against the reserve panel. (Cards and slips are posted on the panel in

if

7
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alphabetical order by author. ) If .a reserve'is behig held for the title
the request will be filled, and if not the book will be re-shelved.

Clearing the Reserve Panel. Once each month each agencyin the system assigned to a region lists the call numbers oi all the titles
represented on its reserve panel by reserve postals and transmits thislist to its regional office. Each agency assigned to a region is given
a specific day of the month on which to perform this task sci that panel
requests irom only one jgency will arrive at the regional office on any
given day. The regional collection is searched for the titles requested
in this manner and the books which are found sent to the requesting
agency. No further action.is taken at the regional level on those titles
not located in the regional collection, and the reserves on those titles
at the requesting agency remain in effect.

Titles represented on an agency's reserve panel represent,
of course, titles which the agency owns; cle4.ring the panel is an attempt
to hasten the process of getting the book to the patron, though it is true
that the extent to which a particular reserve request will benefit from
this step depends on, the day of the Month ,on vfhich the reserve is initi-
ated. If the reserve is placed a day before the, service agency clears
its panel, the title will be searched at the regional office the next day;
while if the reserve is placed the day after the panel is cleared, nearly
a month will elapse before the title is searched in this mariner at the
regional level.

The panel clearing process involves 'only titles represented on
the panel by reserve postals 'because, firs,t,Irequests for titles not
owned by the requesting agency (reserve postals representing such titles
are not kept on the reserve panel but in a separate file) are searched
'at the regional level immediately ifter they are initiated, and second,
reserves _being held_for iather_agenci es_irepr esentecron the panel by -
interbranch request reserveforms) have already been processed through
the regional and"IIIL levelS and havg therefore been searched at any re-
gional collection holding the titles.

Just as each ageticy assigned to a region clears its panel once
a month at the regional office, the regional office clears its reser ve
panel once a month with the main collection, though in this case every
item on the panel is included in the check against main.

The main collection clears its panel orice each month with each,
of the regional collections; here, once again, only those re'serves repre-
sented on the panel by reserve postals are cleared.

op
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Duplicate Requests

If an agency which has initiated an author/title interbranch
loan request has received no notification of any action taken on the re-
quest within two weeks after the date on which the request was made,
it is authorized to submit a duplicate request. This request is sub-
mitted in exactly the same manner as the original request and goes
through the same procedure, with the exception that both the date of
the original request and the date of the duplicate request are indicated
on the request slip.

INTE'RBRANCH LOAN COMMUNICATIONS

With the exception of the telephoned messages between the IBL

office and the regional offices to check regional shelves for titles iden-
tified in the'search at the union catalog as being in regional 6r regional
office agency collections, all messages transmitted froin agency to
agency for interbrancl> loan are sent through the library's- interCharige

system. This systeni consists of three truck delivery routes, each -

corresponding for the most part to one of the three library regions.
Each route begins at central shipping.daily (Monday through Friday),
goes directly to the regional office, proceeds to each of the agencies
assigned to the interchange route, returns to the, regional office, and
then returns to the central building.

The speed with Which an interbranch loan request can be filled
depends to a large extent on the speed of communicatiOns among,agen-
cies:, and the speed of communications among agencies depends to some
extent on the structure of the interchange system. For instance, if a
request slip is initiated at the requesting agency early in the daybefore
the interchange route-call has been made_-,_-_it can be received at the re-
gional office or even at-the IBL office that same day, but if the request
is made after the route call has been Made, the request.slip will have
to wait until the next daY to be transmitted. Another example is pro-
vided when a holding agency forwards a book to a requesting agency;
this tranSfer can take place in one day if the requesting agency is on
the s3,rne route as the holding agency and if-the route stop at the lolding
agency is made before the stop at the requesting agency. If the stop at
the holding agency is made after the stop at the requesting agency the

book will have to wait overnight for delivery, while if the agencies are
on different routes, the book will have to go back to central shipping for

transfer to another route.



Patron requests

title at agency

Title charged to patrun

Patron comes to agency

Request slip delivered

tu regional office

NO

NO Title reserved at agency

Title arrives at agency
within five weeks

NO

Reserve postal mailed

to patron

Agency fills out IBL

request slip

Inventory card substit

for postal on reserve

a The reserve postal will inform the patron that the title is either unavailable in the system, that it is unavailable
at this time and he should try again at a later date, or that the title i& available for reference at indicated
agencies.

b At this point, reserves are placed only at the regional collection and not at the regional office agency collection.

Whenever a title is reserved, processing of the request slip continues through the system as indicated by the
two lines emanating from this box.
If a title is held in the main collection in addition to being held in two or more other agency collections, the
request slip will be routed to main only after the title has been searched and found not on the shelf at all the
other holding agencies. If the title is held at main only it will of course be routed to main, while if t is held at
main plus only one other agency, it will be routed to main first. Titles not held at main will of course be
routed to any other holdin'g agency.



Title in regional or
regional office
agency catalog

Title on regional or
regional office agency

shelves

Title prepared for *hipping

Request slip delivered

to IBL

Title delivered to

central shipping

Title delivered to

requesting agency

otified title
able at this
e a

Requesting agency returns
reserve notice (if any) to

reserving agency to cancel
reserve

Title reserved at

regional collection b

Reserve notice sent to

requesting agency c

YES
Title arrives at

reserving regional agency
within five weeks

/nventory card substituted
for request reserve slip

on reserve panel at
reserving agency -,

Request slip dated,
counted, reviewed and
alphabetized by author

NO

Request reserve slip sent
to requesting agency

advising title unavailable
at reserving agency

Both request reserve slip
and request slip

returned without book

Title reference only

Agencies holding refLrence

copies recorded

Request slip returned

to requesting agency

NO

Reque.,t slip attached

to reserve postal

YES Notations completed on
request slip

NO

Prior re

Title

Reser

req

Request slip returned

NO YES to requesting agency
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SYSTEM FLOW AUTHOR/TITLE REQUESTS

Holding symbols recorded
Brooklyn Public Library

Title in IBL collection NO
Title on regional or

branch shelves
NO Title in main collection

only or main plus one
agency collection d

NO

Request slip s-ent to

Title on IBL collection
shelves

IBL telepl mes
regional/ regional office

branch collections
holding title

main collection

Title on main shelves

Prior reserve placed for
request

Y ES Title in any of three NO
regional branch

collections

Prior reserve placed
for reques t

Title reserved at IBL

Request slip sent to

remaining holding agency d

Reserve notice sent to

requesting agency

Title reserved at main

Title arrives at main
within eight weeks

Reserve notice sent to
Title on agency shelf

requesting agency c
Title arrives at IBL col-

lection within eight
weeks
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Tale in une ur
More agency cutlecti.ms

or in main plus tv.0
or more agency

Lullectiunsd

NO

Request slip delivered
, to first holding agency

other than main

Title reserved at agency

.1.ES

Reserve notice sent to

requesting agencyc

Title arrives at
reserving agency within

five weeks Request slip routed to
all remaining agencies

holding title d

YES

Title in will/will not
o rde r file

0

WILL

Waiting for
review or approval

copy
B.

Bette r mate rial
or not recom-

mended

Request slip noted:
title not recommended or
better material available

Request slip duplicated

for IBL records

Request slip returned to

requesting agency



Current status of order
checked if order
sufficiently old

Request slip noted

title on order

Request slip sent to

Assistant Coordinator U

Assistant Coordinator II
checks title in Books in
Print, determines appro-

priate subject division

Request slip sent to chief
of subject division

Division chief attempts
verification of author/
title if necessary and

considers for purchase

Notation made on request
slipon order, will/will riot
order; reason indicated

if will not order

Request slip sent to

adult coordinator

Adult coordinator attempts
verification if necessary
and considers purchase
for agency collections

Notation made on request
slipnot in BPL,, in process,
not recommended, being re-

viewed, constant demand,
withdrawn, missing, or

reference only

IBL librarian makes
final attempt at

verification, if necessary

-> Request slip returned

to IBL
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TIME REQUIRED TO FILL INTERBRANCH
LOAN REQUESTS

Assuming that a copy of a requested title is held in the system,
the time required to fill an interbranch loan request may vary from
two or three days to eight weeks or more, depending on where copies
are held and how much processing the request slip must undergo before
the request can be filled. Most request slips are received at a regional
office on the day after they are initiated at a patron's local agency; if
the requested title is held in the regional or regional office agency col-
lection and is on the shelf, the book can be back at the requesting agency
on the second day after the request is initiated. On the other hand, if
a request slip is forwarded to the IBL office, and the title is held in
either the IBL collection or the main collection and is placed on reserve
at one of these collections, as much as eight weeks can elapse before
any further action is taken on the request since both the IBL and main
collections hold reserves for eight weeks.

FORMS USED IN INTERBRANCH LOAN

1. The Reserve Postal. This form, addressed by the patron
to himself, is used to notify him of the disposition of his
request.

Coll No. Author Title Reserve Dote

Not Needed After Dote of Notice

BROOKLYN PUBLIC LIBRARY wishes to inform you that this book is:
0 NOW RESERVED at the agency indicated on reverse side of this cord

and will be held for you at the Charge Desk until 6:00/9:00 P.M. of

this dote
PLEASE BRING THIS POSTAL AND YOUR LIBRARY CARD.

0 NOT AVAILABLE in any agency at this time.
0 NOT for general circulation; but MAY BE CONSULTED at

0
262-64
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2. The Interbranch Request Slip. This slip is used for
author/title requests, for sheet music or foreign
language title requests and for multiple copy requests.

BROOKLYN PUBLIC LIBRARY Intert?ranch Request Sip

Agency

Author/

Original Date Dup. Request Date

Call Number

Title

Verified in
Could not
Verify in

1 2 3 4 5 21 22 23 24 25 26 27 28 29 30 31 32

33 34 35 36 37 38 39 40 41 42 43 44 45 46 47 43 49

50 51 52 53 54 55 56 57 59 60 61 62 63 64 65 66 67

68 69 70 71 72 73 74 75 76 77 78 79 80

256 4-65 48M

(over)

A

0

INTERBRANCH LOAN DEPT. USE ONLY
Dote

Not in BPL Constant Demand -Withdrawn

In Process Missing Reference

Not Recommended Being Reviewed

To: Main Division
Please Check Proper Designation:

Date

On Order Will Not Order Because:
Out of Print Better Material Available

Will Order School Text Cannot Be Verified

Other Reason:
Please Return This Slip to Asst. Coordinator ll Within 3 Days of Date

Stamped Above.

To:
Please Notify Patron:

Agency Reserve Cancelled Request Later
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5. The Interbranch Reserve Book Slip.
The book slip at right is used by re-
gional office personnel to indicate
the destination'of a book which is
being sent to a requesting agency in
response to the telephone check of
the regional offices carried out by
the IBL office. (In all other cases,
the destination of a book being sent
to fill an interbranch request would
be indicated by ins'erting the request
slip or the request reserve in the
book.)

The Interbranch Reference Request.
The form below is used to initiate a
subject reqvest.

TO FILL
INTERBRANCH REQUEST/RESERVE

BROOKLYN PUBLIC LIBRARY
INTERBRANCH RESERVE BOOK SLIP

265-64 (n)

BROOKLYN PUBUC

Agency

LIBRARY INTERBRANCH REFERENCE REQUEST

,

Date Req. No.

Please supply information on:

For biographical material, give full name, dates, nationaiity, etc.
USE (check one) LEVEL

Adult Student Elementay
Business College
Recreation High School Intermediate

Study Term Paper Advanced

Mass

Assignment (lisf-)

257 - 64

School

Date needed by

,
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INTERLIBRARY LOAN REQUESTS

As has previously been indicated, the volume of interlibrary
loans processed by the system for its patrons is negligible. In 1965,
the library filled three interlibrary loans originated by 'patrons. During_
the same year, the system lent 405 items on interlibrary loan to fill
requests received from other libraries.

TELEPHONE CALLS TO UNION CATALOG

The library maintains a service enabling patrons to make tel-
ephone calls directly to the union catalog to determine whether or not
a particular title is held in the system and, if so, where. There were
10, 784 of these calls in 1965, involving 12, 976 titles, of Which 9, 924,
or 76. 5%, were held in the systei-n. Table A-5 gives" the union catalog
calls in 1965 by month.

When a title for which holdings information is requested over
the telephone is not listed in the union catalog, a form is completed
which lists the author, title, and date of publication if these can be
determined. Consideration can then be given.to purchasing the title in
question.
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TELEPHONE CALLS TO UNION CATALOG FOR HOLDINGS INFORMATION
1965

tirooklyn Public Library

Month

..

Ca llg Received

.

ZitleS Requested
Requested Titles.

Listed

Numb.-n- Percent

Janua i-y 646 81.5 623 764

February 1,039 1,460 1,106 75.8
J 4

March 895 1,213 922 76.0

April 1,109 1,470 1,136 77.3

May 683 886 673 76.0
,

June 593 775 555 71.6

July 693 980 739 75.4

August 464 603 448 74.3

September 783 1,131 858 75.7
,

October 922 1,273 1,006 79.0

November 759 996 781 78.4

December 967 1,374 1,077 78.4
. .

:

Total 10,784 12,976 9,924 76.5

,
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QUEENS BOROUGHPUBLIC LIBRARY

A variety of interloan services are available to the patrons of
the Queens Borough Public Library through the system's central library,
its 5,3 agencies and three bookmobiles. The system does not maintain
regional collections specifically designed to backstop the collections of
local agencies. Nor does the system have at the central building a col-
lection for the exclusive purpose of servicing the interloan requests
received in the system. 1

TYPES OF INTERLOAN

Most materials normally circulated by the system may be
made available to patrons through interbranch loan procedures. In ad-
dition, commercial firms and adults engaged in serious research may
request the library to secure materials not held in the system on inter-
library loan. Procedures for interlibrary loan conform to the standards
established by the American Library Association.

are:
There are four categories of interbranch loan requests. These

1. author/title requestfor a specific piece of
material;

Z. subject requestfor material in a specific area
of knowledge;

3. picture requestfor material illustrating a par-
ticular area of knowledge; and,

4. multiple copy requestfor multiple copies of a
particular title to serve discussion groups or
special purpose projects.

1 Such a collection, the Inter loan Collection, was maintained at the
system's old central building. With the move to the new building in
April 1966, the Inter loan Collection was disbanded and its holdings
distributed among the subject divisions at the new.central library.
At the time of its dismantling, this collection contained some 53,000
volumes.
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Books, documents, pamphlets, periodicals, foreign language
titles and music scores are available through author/title requests.
Classes of circulating material not generally available through inter-
br,.nch loan include: uncataloged fiction, such as mysteries, westerns
and science fiction works; titles cataloged during the preceding three
months 1 or titles which are currently "very popular;" phonorecords;
and juvenile materials,

VOLUME OF INTERLOAN REQUESTS

It is estimated that during the period March 1965 through
February 1966, the system originated 18 interlibrary loan requests and
46, 555 interbranch loan requests. Approximately 82% of all requestS
received were filled. Table B-1 contains the summary statistics of
the library's interloan experience forthe period. As can be seen from
the table, author/title requests constitute the great bulk of all inter-
branch loan requests and exhibit the highest percentage of requests
unfilled.

The above 46, 573 estimated total requests account for 36.8%
of all reserve postals filed by patrons during March 1965February
1966. The remaining reserve postals represent requests for material
that were filled at the point of filing and that, therefore, never entered
the interloan process.

INTERBRANCH LOAN PROCEDURES

As has been indicated, a patron may initiate any one of four
different interbranch loan requests. The procedures followed by sys-
tem personnel attempting to fill each type of request are describedbelow.

Author/Title Reque.sts

The hierarchy of searches, preparation of forms, system
communications and professional efforts that may result from an
author/title request for a book in English are depicted in the flow chart

1 Effective June 1966; previously, a title was not considered available
for interbranch loan during the six month period following the date
on which it was cataloged for the system.



Table B -1

INTERLOAN REQUESTS
MARCH 1965 - FEBRUARY 1966a

Queens Borough Public Library

Appendix B
page 3

Type Total Filled Unfilled

Interlibrary Loan

Number 18 16 2

Percent 100.0 88.9 11.1

Interbranch Loan

1Author/ Title

Number 39,518 31,624 7,894
Percent 100.0 80.0 20.0

Subject

Number 4,737 4,283 454
Percent 100.0 90.4 9.6

Picture

Number 2,300b 2,185b 115b
Percent 100.0 95.0 5.0

Total All Requests

Number 46,573 38,108 8,465
Percent 100.0 81.8 18.2

1 1 1

a Derived from the library's records and research undertaken in conjunction
with system personnel.

b Estimates based on the available statistics .
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on page B-12.1 The reader may find it helpful to refer to this chart in
conjunction with the following description of these complex procedures.
The methods followed in filling requests for specific foreign language
materials, periodicals, pamphlets and documents are generally simi-
lar to those used to secure specific books in English. The instances
wherein the procedures differ importantly are explained below.

A patron may have a specific title in mind when he comes to
an agency or he may identify a title he would like to borrow in the
agency catalog. If the desired title is listed in the catalog, there are
two questions to be answered. First, is the title available for circu-
lation at that agency, or is it for reference only? Second, if the title
circulates, is it in the agency at that time?

If the title is held by the agency, circulates and is on the
shelf, the book is charged to the patron and the process is at an end.
If the book is not on the shelf and the request is not a rush request, 2
the librarian determines whether the title is on loan or has some other
status. If the title is on loan or on order, a reserve is prepared and
placed on the reserve board. The reserve remains in effect for five
weeks. If the book is received at the agency within that time, the
patron is notified by postcard and the book charged to him when he
calls for it. If,the book is not received within the reserve period, the
agency librarian attempts to obtain a copy for the patron on inter-
branch loan. 3

It should be noted that in both the flow chart and the written material
dealing with procedures for locating materials in response to inter-
branch loan request's the usual methods employed for each type of
request are described. Each and every request, however, is not
handled in exactly the same way. The procedure or sequence may
be varied as necessary to fulfill more efficiently the particular
individual request.

2 A rush request is one wherein the title is wanted in about five days.
3 A major exception to this procedure applies to reserves placed at

the central library for in-person .patron requests at the central
library. These reserves are held for two months. If the book
sought has not become available by the end of that period the re-
serve is cancelled and no further action taken to fill the patron's
request.
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The librarian will also attempt to obtain a copy of the title on
interbranch loan if the title is not in the agency catalog, if the agency
copy is for reference only and there appears to be a chance that some
other collection within the system may hold a circulating copy, if the
book is missing from the agency's shelves for reasons other than its
being out on loan1 or if the patron needs the book before the expiration
of the agency reserve period. To request a title on interbranch loan,
the agency librarian fills out an author/title request forin and sends it
to the Interbranch Loan Department (IBL) at the central library.

When the author/title requests are received at the IBL office
they are dated, counted and alphabetized by author. Then the requested
titles are searched in the system's union catalog.

If the title is not found in the union catalog, additional searches
2are performed. First, the new title file is checked. If the title re-

quested is found there, the request forrn is marked in process, the
form returned to the requesting agency and the patron so informed.
If the title is nbt located in the new title file, the supplemental file is

3searched. When a title is found in the suppleme-ntal file, the catalog
card is checked'to ascertain if the title was cataloged within the last
three months. If it was, the procedure described below for titles in the
union catalog found to have been cataloged during the prior three months
is followed and the patron is ultimately notified, depending on the cir-
cumstances, that the title is either not available or that a reference
copy of it can be consulted at 'indicated agencies. If the title is not
found in the supplemental file, the request is checked to determine
whether the information about the title has been well enough verified
to assure IBL personnel that they have been looking for the right item
in the right places. If they are so satisfied, the requesting agency
and, in turn, the patron are informed that the desired title is not held
in the system. If the verification is questionable, IBL personnel then
attempt to improve upon it. If they can not do so the requesting agency

1 The desired book may be at the bindery, missing in inventory or
missing in circulation.

2 This file contains all materials which have been ordered but not
yet cataloged.

3 The supplemental file contains catalog cards which have either not
yet been filed in the catalog or which have been temporarily re-
moved from the catalog and are awaiting refiling.
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and the patron are notified that the item is unavailable. If they canobtain better verification, the title is reentered into the author/titleprocedures at the point at which requests are seerched in the unioncatalog.

If the title is listed in the union catalog, the cataloging dateis checked on the main entry card. If this date is not earlier thanthree months prior to the time of the author/title request, notation ismade of the existence, if any, of reference copies of the desired title.The request form is then stamped "new: request later, " the location ofany reference copies are indicated aild the form is returned to the re-questing agency. The agency then informs the patron that the title iseither not available or that it is available for reference only at thoseagencies listed on the reserve postal.

Titles found in the union catalog search that have been cata-loged for more than three months are screened according to the exis-tence of circulation copies within the system. If no circulating copiesare held, the requesting agency and, in turn, the patron are notifiedthat the title is available for reference only and are informed of thelocation of these reference copies. If circulating copies of the titleare held in the system this holdings information is recorded on therequest form.

Titles requested on a rush basis are initially searched at thecentral library if the union catalog revealed that a circulating copy isheld there. If the title is found on central's shelves it is sent to therequesting agency which mai s the reserve postal to the patron direct-
ing him to call for the desired book. If the title is not found on central'sshelves and more than one agency hold a circulating copy of the title,
IBL personnel telephone as many as, but not more than, ten of theseagencies in an attempt to determine the availability of the title. If oneof the agencies telephoned reports that the title is on its shelves, thebook is prepared for shipping and delivered to the requesting agencywhich notifies the patron. If none of the agencies called has the booksought on its shelves, the effort to locate a. circulation copy is aban-
doned. If a reference copy is held by the system the requesting agencyand, in turn, the patron are so notified, and told where the referencecopy can be seen. If no reference copy is held, the requesting agencyand the patron are informed that the requested title is unavailable. Inthose situations wherein the title requested on a rush basis is held atonly one agency outside the central library, IBL telephones that agency
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and, depending on whether or not the agency has the book on its shelves
at the time, the procedures followed thereafter are as outlined above.

When an author/title request is not being handled on a rush

basis, less than ten agencies hold circulating copies of the title and
the central library holds the title in circulation status, the procedures
followed are as outlined below.

The shelves at central are searched first to determine if a
circulating copy of the requested title is then available. If a circulat-
ing copy is available, the copy is delivered to the agency where the

request was made, the agency notifies the patron and the title is charged
to the patron upon his coming to that agency. If the title is held by the

central library but is not on the shelves at the time of the search, the
'author/title form is reviewed, to determine whether or not the title is
held elsewhere. If it is not held elsewhere, the author/tide form is t

checked for the'date on which the title is wanted. If sufficient time re-
mains in which to place a reserve, the title is reserved at, the central

library. This reserve is for a period of six months. If a copy of the

title is returned within six months, the book is sent to the requesting

agency and the agency goes through the procedure of notifying the patron
and charging out the title. If a copy is not returned within six months,

the agency is notified that the requested title is unavailable and the

agency notifies the patron.

When the tifle is not held other than at the central library, and
the title is wanted in the relatively near future, no six-month reserve
is placed. If there is a reference copy of the title in the system, the

requesting agency and the patron are notified of its location. Otherwise,

the requesting agency and, in turn, the patron are informed that the title
requested is unavailable.

When a circulating copy of the title is held at the central library
but is not available at the time of the shelf search, or when a circulating
copy of the requested title is not held at all by the central library, the
resources of the agencies of the system are called upon.

If a circulating copy is held at only one agency and the request
for the title is not rush, IBL sends a reserve request for the title to

that agency. Upon receipt, the agency understands that if a circulating

copy is'on its shelves, it is to be sent to the requesting agency. If it is

not available, there is not sufficient time for a reserve to be effective

and there is not a reference copy of the title in the system, the requesting
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agency and the patron are informed that the title is unavailable. If a
reference copy is held in the system, the patron is informed that the
desired title is available on reference. In those cases wherein there
is time to reserve but thedesired-book does not become available
within the five week reserve period, the central library holds no copy
of it and there is no reference copy of the title in the system, the re-
serving agency notifies the requesting agency that the title is not avail-
able and the requesting agency so notifies the patron. If the title isnot
returned in the reserve period, the central library does not hold the
Utle but there is a reference copy'in the system, the patron is told that
a circulation copy of the title is unavailable but that a reference Copy
is held and where it is held. Whenever the title is not returned to the
reserving agency in time to fill the reserve and the central library does
have a circulating copy of the title requested, the request is routed back
to the central library. If a circulating copy of the title has not become
and remained available at central in the interval following the initial
search of the request there, the central library reserves the title if
there is sufficient time for reserving the request. If the reserve is not
filled, the various alternatives as described above are followed: if there
is an available reference copy, the patrowis told of it; if there is no
reference copy, the patron is told the title is unavailable.

When the request is non-rush and circulating copies of the title
are held in ten or more agencies other than the central library, the re-

,
quest form is routed among the system's agencies in an attempt to locate
an available copy. Non-ruSh requests for titles held at less than ten but
more than one agency other than central that are either not held at all
at central or held but not found on the shelves in the initial check in
central collections are also routed among the agencies of the system.
This routiw procedure, wherein requests are sent out on what is termed
"the ring," is as follows. 1,1)

The system normally has three truck routes. Each of the sys-
tem's agencies is on one of the truck routes. Each agency is visited
everyday. IBL personnel arbitrarily distribute the unfilled author/title
requests among the three truck routes. The unfilled requests fOr each
route are put on a metal ring which is then sent with the driver on his
rounds. At each agency the driver gives the ring to an agency employee.
The employee checks the shelves of the agency to find out if any of the
titles requested are in the agency,at the time. If they are, the agency
employee removes the form from the ring, puts it in the book pocket of
the book sought, and gives the book to the driver. The books found are
sorted that evening at central shipping and delivered the following morning
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to the requesting agencies. The ring search is made at each of the
agencies through the day. Those reqtrsts not filled in their fiest day
on the ring, are sent out on the second day on a second route. Any
items found on the second day are handled as were the items found on
the first day. Should the second day routing be unsuccessful, the
author/title requests are then sent on the third route on the third day.
From time to time, when the volume of materials being delivered is
considerable, a fourth system truck route is added by subdividing the
three regular routes. However, on these occasions no ring of inter-
branch loan requests is circulated on this additional route. The ring
procedure continues as if there were only three routes and the eight
agencies on the fourth route are not searched to fill requests on the
days when there happen to be four delivery routes.

An author/title request that remains ,unfilled after having been
circulated among the three truck routes is checked against the shelves
of the central collections whenever the request form indicates that cen-
tral holds a circulating copy of the desired title. For some requests,
this represents the'initial search against central's shelves, but for all
requests checked against central's shelves before being routed among
the agencies, this effort constitutes a recheck designed to ascertain
whether or not a circulating copy of the title has been returned to cen-
tral during the interval when the request was being routed. Should the
requested title be found, it is sent to the requesting agency and the
usual notification and charge-out procedures are followed by that agency.
Should the title not be found on the shelves at the central library, or if
the title is not held at the central library, IBL personnel will telephone
up to ten ';.)f the holding agencies to aScertain if the book has been returned.
to any of them during the interval following the routing of the request.
It is alSo understood that the agencies may make more careful checks
when titles are requested by telephone at this stage than they can make
at the time of the ring check. Time is limited when the ring is being
searched and it is not always possible in all the agenciesespecially
the larger onesto check all the' possible sources, for the book (such as

----items returned to the agency but not yet shelved).

If a copy of the title is located with one of the telephone calls,
it is delivered to the requesting agency which notifies the patron that
the bOok has been received. If the title is not found, and the request
indicates there is enough time to place reserves, the author/title re-
quest form is marked with reserve instructions. Three of the agencies
indicated as holding the titleshould there be that many holding it
are instructed by means of the author/title request form to reserve
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the title. The form is delivered to reserving agency #1. Should the
title be on loan there, it is reserved. If the title is returned within
35 days it is forwarded to the requesting agency. Should it not be re-
turned within the reserve period, the authorititle form is forwarded
to the second assigned agency. The form would have been forwarded
to reserving agency #2 immediately from reserVing agency #1 if the
title listed as being held by the first agency had been found, upon a
check of the agency's records, to be at the bindery, missing in inven-
tory, not in the shelf list or otherwise unaCcountable. Should the title
be reserved but the book not returned within 35 days, the author/title
form is sent to the third and last agency instructed to reserve the ple.
At agency #3 the same procedure is followed as at agencies #1 and #2.
Should the item again not be found, -the request form is returned to the
requesting agency. If a reference copy of the title is available in the
system, the patron is so informed. If no reference copy is available,
the patron is told the requested title is unavailable. 1

In regard to the reserving procedure described above, it
should be noted that whenever there are three or fewer agencies holding

a requested title and the central library is one of the holding agencies,
central is always the last agency requested to put down a reserve on
the item. It tends to take longer to get an item reserved at the central
agency and, therefore, the central library is used as a last resort in
reserving rather than a first or intermediate one.

The preceding discussion constitutes a description of the overall
procedures followed by system personnel in attempting to fill author/title
requests. It should be noted that an initially unsuccessful request does
not necessarily mean that the patron will not ultimately receive the re-
quested title. A patron can, for example, immediately put in a-s2econd
request in many cases when the first request is returned unfilled. The
patron might also obtain assistance from library personnel indicating
other possiblesources for the desired title.

As was indicated in the beginning of this section, author/title
requests are also submitted for materials other than books in'English.
Although Such requests are handled in substantially the same manner
as requests for specific books in English, important differences in the

1 If there is no third reserving agency the procedures described
above are followed at agency #2 if the book is not obtained at that
agency.

,:r
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procedures followed do exist. These differences are described below
for each additional category of author/title, requests.

Documents. Author/title requests for documents are handled
by the documents librarian at the central library. Normally, requests
for documents are not searched beyond central's resources. When. the
IBL office receives a request for a document, or whenever IBL per-
sonnel determine that an author/title request in hand is for a document,
the request is forwarded to the documents librarian. This librarian
determines whether or not the system holds the desired document. If
the document is held, IBL personnel search central in an attempt to-
locate it. Since nearly all documents are for reference only, the pro-
cess of reserving titles does not enter the procedure for filling docu-
ment requests.

Pamphlets. NOrmally, pamphlet yequests are not canvassed
outside the central library. 1 Reserves are not placed in attempting to
fill pamphlet requests. Either the pamphlet is immediately available
or-The patron is notified that the:item is unavailable. In the case of
ARCO pamphlets, IBL personnel will attempt to verify doubtful titles
directly with the publisher and, once verified, will telephone up to ten
agencies in an effort to locate the desired title. In other respeCts, the
procedure for filling pamphlet requests is the same as that used in
handling author/title requests for books in English.

Periodicals. Requests !for periodicals are not routed to the
system's agencies on the rings. Nor are reserves taken for desired
periodicals. If a requested periodical is not available at the central
library, but is held at other agencies, IBL personnel will telephone up
to ten such agencies in an atteMpt to locate an available circulating
copy of the periodical.

Ea_r_siza. All requests for foreign language
titles not filled at the individual agencies are sent directly to the
Language and Literature DivisiOn (LLD) at the central library. The IBL
office is not involved in the handling of such requests. .,If the requested
,title is held and available'at LLb, it is sent to the requesting agency.
If it is held, but on loan, a reserve is placed. Only LLD permanently
holds foreign language books. it is not possible tb identify agencies

One exception is requests for ARCO pamphlets, which contain infor-
mation relating to vat.rious civil service examinations.
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which may be temporarily holding a requested title because records
are not kept of foreign language bookS temporarily circulating among
the system's agencies. Normally, foreign language, books are not

.away from LLD for more than nine weeks at a,time. Reserves at LLD
.h are checked as .books are returned. When a reserved book comes in,

LLD sends it to the requesting agency.. If such a book is not returned
in nine weeks the reqiiesting-agency and-patron are notified that the
book requested is not available. Wthe book requested is held but does
not circulate cr iS not lield at all, the.e.requesting agency and, in turn,
the pakron are notif_iqd that the book is either available for reference;
only or unavailable, respectively.

Music Scores. The author/title forrn\is p-sed to request niLsic
scores for patrons and the -procedure followed"i)n processing these re-
quests corresponds t,:) that employed in filling requests for,SpecificbookS

-in English. Since pcores are..held at agensielS, as well as at the central
library, the search for music sco,Ves may include routing requests for,
them on the rings.

Subject Requests

When a patr_ón initiate,s a subject request at an agendy, the
brarian chec15s the agency's holdings to ascertain whether the request
can be adeq4te1 ii serviced from the agency collection. ,If this does not ,

appear to be, possible, the librarian prepares,a subject request form
and sends ito the TBL olfice.7

IBL personnel determine whether or not the subject request
can be readily and completely converted'into:an author/title retetuest or
rerquests. 1 If such a conversion is made, .thi request iS thereafter pro-
cessed as an/author/title request in the marry Idietailed earlier. If it
fs not possible to conVert the subject reqv,st, Alto an author/title request,
IBL sends the subject request-to the appropriate central dubject division;

4

That subject diVision !..s then responsible for that request. In attempting:
to fill the request, the division relied on its resources, "the resources
of other subject divisions and resources in other parts of the Iibrary
which may be appropriate. if the sul?j.ect diNiision handling the" request
cannot find any materials held by the system which would meet the
quest, the division'persorinel indicate on the request form any outside.

1 A request for the poetry of Thomag Hardy, for eiample, would be
so conviertib1 .

1...< '

.Th ti

r
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sources where information might be available. The form is then re-
turned to IBL which sends it to the requesting agency for notification
of the patron.

If materials are available in the subject division handling the
request, these r ate rials are sent directly to the requesting agency
from the subject division. When materials needed to fulfill the request
are not available in central subject divisions, or when all of the materi-
als needed are not available there and worthwhile materials are avail-
able elsewhere in the system, the responding subject division notes
titles which could be of help on the subject request form and forwards
the form to IBL. IBL personnel convert these titles into author/title
requests and telephone holding agencies for the listed titles. Titles
located in this manner are sent to the requesting agency from the hold-
ing agency. The patron is informed and, when he comes to the request-
ing agency, the materials are checked out to him. When the titles re-
quired are not located in the telephone procedure, the form is returned
to the requesting agency and the patron is notified that materials to fill
his request are unavailable. It should be noted that, as appropriate in
the procedures outlined above, reserves are put on materials which
would be helpful in filling a subject request.

Picture Requests

The system maintains a picture collection at the central library.
Patrons wishing to secure a picture on interbranch loan fill out a picture
request form at an agency. This form is sent by the agency to the pic-
ture collection. Picture requests filled at the collection are returned
to the requesting agency and the patron is notified of their availability.
Those requests not fillable are so noted on the request form, the form
is returned to the agency and the patron is notified. Since there are no
picture resources in the system outside the picture collection, only that
collection is involved in the filling of picture requests.

Multiple Copy Requests

There are three ways of submitting multiple copy requests:
the requesting agency may telephone the request to the IBL office; the
requesting agency may submit one author/title form on which it indicates
the number of copies of the desired title that is needed; or, the request-
ing agency may submit a separate author/title form for each copy of the

title required. Regardless of the manner in which the request is made,
IBL personnel first check the union catalog to determine to what extent

lY
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A
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ten agencies

Circulation copy
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Circulation copy held
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Title on agency shelf
Title prepared for

shipping

Title delivered to

Time to reserve Title returned in 35 days central shipping

held
ncies

Title reserved at

central Circulation copy held at
central

Title on central shelves

Title returned in
six months
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and where the requested title is held. Next, copies available at the
central library are gathered. If there are not sufficient copies at
central to fill the request and there is enough time remaining before
the request is needed, additional copies are sought via the ring pro-
cedure. In so doing, the IBL office prepares as many individual
author/title forms as are necessary. If time is a limiting factor,
and generally it is for multiple copy requests, IBL personnel tele-
phone agencies holding the title in an attempt to locate the copies
needed. If the number of copies desired is located, they are sent
tu the requesting agency. When less than the desired number of copies
is located, IBL personnel telephone the requesting agency to discuss
what additional steps, if any, should be taken. Requesting agency per-
sonnel may decide that the copies available will fill the need or may
decide, for example, that another title should be substituted for the
one originally requested, in which case a new multiple copy request
is initiated.

INTERBRANCH LOAN COMMUNICATIONS

Normally, interbranch loan requests are written on the form
appropriate for the type of request and sent by system truck to the
central library where they are dealt with as described in the last sec-
tion. In rare instances, a rush request may be telephoned from a
requesting agency to the IBL office if the requesting agency feels that
sending by truck would not produce the desired item in time.

Each day, Monday through Friday, all of the system's agencies
are visited by one of the delivery trucks. On most days, the system
is covered by three truck routes. On days when the volume of deliveries
is heavy, a fourth route is run. This route consists of various agencies
which normally are covered by one of the three normal routes.

No ring of author/title requests is sent on this fourth route.
At present, there are no arrangements for sending the requests that
bypassed the agencies on the fourth route to those agencies the next
time three routes are run. However, it is understood that the system
will soon be adopting a trucking schedule which will regularly include
four truck routes on some days and three routes on the othe-rs. Four
routes are planned for Monday and Tuesday and three for Wednesday
through Friday. The library intends to change the present ring pro-
cedure to insure that all author/title requests are circulated to every
agency that could conceivably fill them.



Appendix B

Lt,

Each time a truck calls at an agency, the interbranch loan
requests generated there since the last truck visit are picked up for
delivery to the IBL office. At the same time, titles requested on
interbranch loan by the agency being visited, which have been located
since the last truck visit, are delive-:ed. In addition, items located
at the agency being visited in response to interbranch loan requests
from other agencies are picked up for ultimate delivery to the request-
ing agencies. The majority of such items are found in the search
with the ring brought by the truck but some are located in response to
telephone requests from the IBL office. (Thus, agencies currently on
the occasional fourth route that do not receive a ring for searching
may have items ready for delivery to requesting agencies when they
are visited by the fourth route truck.)

Items collected at the various agencies during the day are
sorted each evening at the central shipping room for truck delivery
on the following day. Under the present trucking arrangements, there
is no official provision for picking up and delivering items the same
day when the supplying agency and the requesting agency are on the
same truck route and the supplying agency is visited first. It is under-
stood, however, that this practice is occasionally followed.

TIME REQUIRED TO FILL INTERBRANCH
LOAN REQUESTS

Precise information on the time required to fill the various
types of interbranch loan requests is not available. The remainder of
this section discusses some of the factors which are pertinent, however,
to the length ot time it takes to service the several kinds of requests.

Author/Title Requests

In the course of this study, IBL personnel estimated the per-
centages of author/title requests filled in February 1966 that were
filled at the various stages of the interbranch loan processing proce-
dure. Table B-2 summarizes these estimates.
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Table B-2

AUTHOR/TITLE REQUESTS FILLED
FEBRUARY 1966

Queens Borough Public Library

Method Percent of
Requestsa

Days
Reuiredb

Search at Central l 5c 3 - 7

Rings 38 4 - 14

Telephone 14 9 - 20

Reserve 13 10 +

Not Found 20
, ... _

a Represents items found in first search of central building.
QBPL personnel report that the percentage of total re-
quests found at the central building in the search made
after requests have been sent on the rings is n'early nil.

b Total days between request and receipt of requested items
at requesting agency. Search for requested titles made
Monday through Friday. Number of days includes allow-
ance for weekends when no search is made.
Rounded to nearest percent.

Subject Requests

Prior to the move to the new central building and the change in
the methods of handling subject requests, IBL personnel report that
they attempted and generally succeeded in dealing with this type of re-
quest in one day. Allowing for the transportation time required and
the effect of weekends, the bulk of subject requests would then have
been handled in from three to five days from patron request to mate-
rials delivery at the requesting agency.

Since the change in the method of handling subject requests, the
time taken to deal with them has apparently increased. It is not yet
clear whether this constitutes a permanent change or whether it is due



to difficulties some subject division personnel are having in routin-
izing the new task of handling subject requests. At present, though
some subject requests are being dealt with as rapidly as before, a
substantial number of requests takes two weeks or longer to be filled.

Picture Requests

Library personnel report that most picture requests which can
be filled are handled in one day by the picture collection in the central
building and thus take from three to five days from the time the pa-
tron makes his request until the pictures arrive at the requesting agency.

Mt_il.ti21.eCopiltesuests

Multiple copy requests are generally handled at the IBL office
in one to four days, depending on how much, if any, telephoning is
needed to fill them. Thus, the length of time from patron request to
the delivery of materials to the requesting agency will generally be
from two to eight days.

FORMS USED IN INTERBRANCH LOAN

1. Agency reserve postal form. This form is used to
notify requesting patron of a branch agency of the result
of his request.

CALL NO. AU TH0 R T I TLE

QUEENS BOROUGH PUBLIC LIBRARY

DATE OF RESERVE NOT WANTED AFTER
BRANCH

WISHES TO INFORM YOU THAT THE ITEM ENTERED ABOVE IS:

o RESERVED UNTIL P M
DATE

0 FOB REFERENCE ONLY. MAY OE CONSULTED

AT

NOT OWNED BY QUEENS BOROUGH PUBLIC LIBRARY

205-1

PLEASE BRING TNIS POSTAL AND LIBRARY CARD WITN YOU



CALL No AuTHoR

TITLE

NOT WANTED AFTER

THIS ITEM WILL BE HELD FOR YOU AT THE

RETURN DESK

UNTIL P.M.

PLEASE BRING THIS POSTAL AND

YOUR LIBRARY CARD WITH YOU

WE RFGRET WE ARE UNABLE TO FILL THIS AEOUEST

FOR THE FOLLOWING REASON:

THE BOOK IS TEMPORARILY UNAVAILABLE. IF

WANTED, PLEASE ASK AGAIN IN 2 MONTHS.

THIS IS A REFERENCE BOOK FOR USE IN THE

LIBRARY ONLY.

THE LIBRARY DOES NOT OWN A COPY OF 'HIS

BOOK.

WE DO NOY FIND A RECORD OF THIS BOOK.

CAN YOU GIVE FURTHER INFORMATION?

QUEENS BOROUGH PUBLIC LIBRARY

CENTRAL BUILDING

, 205-2

3. Author/title request form. The form
at right is used by agency personnel
to request specific titles on inter-
branch loan.
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2. Central library reserve postal
form. The form at left is used
to notify requesting patron of
the central library of the result
of his request.

VERI F IED IN .1

A Jos Rs T

AN LA Rv Cc

Au MA S C,I

el MG SA cm

BP to SE CNA

BR MT SJ CRT

C MY Su CT

Cm Ns Sz LI

DL No VI OF

Du OZ W X

E P WN YP

F Pm W., _

FA 0 WS 1

Fos 011 NOT WANTED AFTER

DATE SENT
1

DATE RETURNED

206-1 (mai

fm ON .

01I

GL. RI

No RD
,

HO

_

Rb

115
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4. Author/title request form
(green paper stock). The form
at right is used at filling agency
to send to requesting agency
item which has been located by
phone search.

5. Interagency request form.
The form below is used to show
results of reserves set by IBL
personnel when requested item
has not been located at the
central library via the ring or
by phone.

111111111111111111111

AGENCY 1

VERIFIED IN:

No.

Au.

A Jm R$ T

AR LA Rv Cc

Au MA S CJ

B MO SA CR

RP P. SC CRA

es MT SJ CRT

My SU CT

CH Ns Sz LI

Da. No VL Or

Du Oz W X

L. P Vim YP

F Pm WP

FA 0 WS

FH 011 NOT WANTED AFTER

DATE SENT

DATE RETURNED

208-1G (102)

Fos ON

GB R

Ot. Rs

Hs RD

Ho Re

JE

CALL NO. AUTHOR TI TLE DATE

AGENCY REQUESTING

ED INTERLOAN RESERVE REQUEST

NOT WANTED AFTER

T.C.NO.
0 OVERDUE AGENCY

LOAN AT
T.C.NO.0 T.C.NO

CLAIMS RETURNED AT TAKEN Y mISTAKE.PLEASE sEND
AUTHOR AND TITLE.

AGENCY DATE OF REPLY SENT UNAVAILABLE

2.

3.

INTERAGENCY REQUEST
208-3 (128)

I.



6. Subject request form. This form is used to forward
subject request from the requesting agency to the
central library and to inform requesting agency of
the disposition of the request.

SUBJECT (SPECIFICALLY STATED)

READER:

Ei NIGH scHooL

AGENCY

EJ COLLEGE GRADUATE OTHER (SPECIFY)

-TITLES NOT RANTED (ALREADY CONSULTED)

206-2 (82) INTERLOAN SUBJECT REQUEST

A

Appendix B
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0

COVERAGE: MINUTED OTHOROUGH

BOOKS ONLY? OYES ONO
(WILL/WILL NOT) COME TO

CENTRAL LIBRARY.

NAME OF
REAOER

DATE REQUESTED

DATE NEEDED BY

ADDRESS

INTERLOAN DIVISION REPORT

ITEMS SENT

BOOKS

PAMPHLETS

206-2 (621 (IIACK1

DATE SENT
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INTERLIBRARY LOAN REQUESTS

Interlibrary loan requests are made only on behalf of research
workers, representatives of commercial firms or adults who, for a
serious purpose, request an item not held in the system and not in
print. What is "serious" is decided at the agency level on a case by

oase basis, but an adult's request that meets the "not held in system"
and "out of print" c rite ria would generally be accepted.

When an interlibrary loan request is accepted at an agency, an
agency employee prepares a regular author/title request form noting
on it the name and address of the requesting patron, the reason for the
request, and that the item is to be sought through interlibrary loan.
The completed form is sent to the IBL office where an attempt is made
to verify the request. Whether it is verified or not, the IBL office
tries to secure the requested title through interlibrary loan.

Two main procedures are followed. One is for periodicals,
and one for other materials. The procedure for periodicals is as fol-
lows. After the verification procedure, IBL personnel search the re-
quested periodical in the Library of Congress Union List of Serials.
If it is listed there, the IBL office attempts to secure the requested
periodical from one of the holding libraries showr in the Union List.
If the periodical item is not listed or if, though listed, it is not pos-
sible to secure a copy of the item from a holding library, the request-
ing agency and, in turn, the patron are notified that the request cannot
be filled.

When material other than a periodical is requested on inter-
library loan, the IBL office telephones the Brooklyn Public Library's
union catalog and asks whether the requested title is held by that 'sys-

tem. If it is, a request is sent to Brooklyn, using the standard
American Library Association interlibrary loan request form, and if
the title is secured it is sent to the requesting agency which in turn
charges it out to the requesting patron. If the Brooklyn Public Library
does not furnish the title, the IBL office mails a request to the New York

State Library in Albany. No check is first made with the State Li-
brary to ascertain if it holds the requested title. A special form fur-
nished by the State Library is used for the request. If the State Li-
brary can furnish the item, it is sent to the IBL office which then for-
wards it to the requesting agency. If the State Library cannot furnish
the requested title, it so informs the IBL office on the request form,
and the IBL office next requests the item from the Library of Congress
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using the standard form for interlibrary loans. If the Library of Con-
gress can furnish the title it does so, sending it to the IBL office which
then forwards it to the patron through the requesting agency. If the
Library of Congress cannot fill the request it sends a list of libraries,
if any, holding the title sought. If any libraries are listed, the IBL
office contacts some or all of them, again using the standard inter-
library loan form. If the title is secured, the usual procedure of send-
ing it to the requesting agency which notifies the patron occurs. If the
title is not secured, the requesting agency and, in turn, the patron are
notified that the requested item is not available.

TELEPHONE CALLS TO PUBLIC CATALOG

As one of the services at the system's public catalog, libra
personnel answer patrons' telephone questions concerning the hold
of the system. The library does not presently maintain a record
the number of such calls. In calendar year 1963, when such a st
tic was last kept, 38,443 telephone inquiries were serviced at t
public catalog.

ry
ings

of
atis-

e

Since 1963, the method of maintaining telephone inquiry statis-
tics has changed. The number of individual calls to the catalog is no
longer kept. Instead the number of different individual items asked
about by telephone at the catalog is recorded. This statistic is in-
cluded in, but cannot readily be broken out of, a figure for total ref-
erence statistics for the public catalog. Besides the calls of inquiry
this total reference statistic includes such items as the number of
people instructed in the use of the catalog and the number of inquir-
ies concerning catalog holdings made in person by patrons at the
catalog.

In the 12 month period March 1965 through F
the figure for total reference statistics for the publ
393, 747. System personnel estimate that inquirie
concerning individual items in the catalog probabl
from 35 to 45% of that total figure, or from abou
individual items. If the midpoint of this estima
total reference statistics, is taken as an appro
experience, the number of individual items of
the catalog in the period would be about 157,5

ebruary 1966,
lc catalog was

s by telephone
y represented

t 138, 000 to 177,000
e, or 40% of the

ximation of the actual
telephone inquiry at

00.
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System personnel believe that in the average call the patron
asks for information on two items. 1 If this is so, and assuming
that telephone inquiry items represented 40% of total reference
statistics for the public catalog, in the period March 1965 through
February 1966, patrons made an estimated 78,750 telephone calls of
inquiry to the catalog. This would constitute an increase of about
105% in the number of such calls over 1963. System personnel familiar
with the situation believe this a reasonable estimate. They ascribe the
considerable increase in telephone calls to the public catalog to the
public's increased awareness of the availability of this service.

1 A patron is limited to asking about three items per telephone call to
the public catalog.
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THE NEW YORK PUBLIC LIBRARY

The New York Public Library system encompasses the boroughs
of Manhattan, Bronx and Richmond. The library's agencies in each
borough are under the general supervision of a borough admiristrator
who reports to the circulation department's administrative staff.

Currently, 77 agencies are included in the system's network of
circulating collections. There are 35 such agencies in Manhattan, 30
in the Bronx and 12 in Richmond. In addition, two bookmobiles in the
Bronx and one in Richmond service readers. Six special reference
agencies provide for the non-circulation needs of the system's patrons.

Central reserve collections have been built up in each borough
to supplement the holdings of individual agencies. The original central
reserve collection was created in Manhattan. Initially, this collection
contained the system's nucleus of more specialized books, titles too
esoteric for purchase by local agencies. The collection has been ex-
panded and diversified, however, and presently includes copies of pop-
ular circulating books. The adult and young adult Manhattan reserve
collection now consists of approximately 172,000 volumes, including
complete holdings in American literature and a sizable collection of
foreign language books.

Within the past decade, regional reserve collections have been
established in the Bronx and in Richmond. As Table C-1 indicates, the
Bronx regional collection includes nearly 105,000 volumes, of which
approximately 38% are fiction and 62%, non-fiction. The regional col-
lection in Richmond contains approximately 35,000 volumes.

The function of these central reserves is to augment collections
of local agencies, thereby increasing public service. This is accom-
plished in two major ways. First, circuit books from the reserve col-
lections are loaned to local agencies for periods of up to four months.
Second, the reserve collections play a key role in filling patrons' re-
quests for material on loan.
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Table C-1

VOLUMES IN CENTRAL RESERVE COLLECTIONS
APRIL 1966 a

The New York Public Library

Borough Total

VOLUMES
Fiction Non-Fiction

Number Percent Number Percent

Manhattan (CN)

Bronx (EX)

Richmond (RR )

171,931 b

104,729

34,677

58,938

39,668

n. a.

34.3

37.9

112,993

65,061

n. a.

65.7

62. 1

a Includes adult and young adult books.
b Includes 43,902 foreign language books.
Note: CN, EX and RR are the library's own codes for its regional

collections.

TYPES OF INTERLOAN

Most materials normally circulated by the system, including
fiction as well as non-fiction, may be made available to patrons through
interbranch loan procedures. In addition, commercial firms and adults
engaged in serious research may request the library to secure materials
not held in the system on interlibrary loan. Procedures for interlibrary
loan conform to the standards established by the American Library
Association.

are:
There are three categories of interbranch loan requests. These

1. author/title requestfor a specific piece of
material;

2. subject requestfor material in a specific area
of knowledge; and,

3. foreign language requestfor books in a specific
foreign language.
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Reference only materials, including periodicals, are not avail-
able to patrons nf the system on interbranch loan. Classes of circu-lating material not generally available through interbranch loan include:
uncataloged paperbacks, pay duplicate materials, phonorecords, andjuvenile materials.

VOLUME OF INTERLOAN REQUESTS

Virtually no requests for interlibrary loan originate within the
system. During 1965, however, the library handled an estimated
120,426 requests for interbranch loan.' This total of interbranch loan
requests accounts for 39.7% of the 303,268 reserve postals filed by
patrolis during 1965.2 The remaining reserve postals represent those
requests for material that were filled at the point of filing and that,
therefore, never entered the interloan process.

Since the library does not maintain complete statistics on the
number of interbranch loan requests filled at one agency for another,
it is not possible to determine the percentage of the 120,426 requests
that were filled by the system in 1965. Table C-2 shows the number
of requests received and filled at the Bronx and Richmond regional col-
lections. As the table indicates, the Bronx regional office was able to
fill an estimated 65% of the requests it received directly from borough
agencies, while the Richmond regional office was able to fill 73% of
such requests. The remaining interbranch requests were either re-
turned to agencies unfilled or sent to the system's Interbranch Loan
Office (IBL) at the Donnell Library Center.3

In 1965, the IBL office received a total of 106,883 interbranch
requests. This represents the total of requests received from agencies
served directly by the Manhattan regional office and unfilled requests
forwarded to the IBL office from the Bronx and Richmond regional
offices. Table C-3 shows the number and percent of all requests re-
ceived at the IBL office that were filled from each of the system's
regional collections. As has been indicated, the percent of the 26,401

1 Derived from the library's records and research undertaken by
Nelson Associates in conjunction with system personnel.

2 Figure, obtained from the library's accounting office, is based onthe nickel charge per reserve card.
3 Only requests that the regional office determines to be unfillable,

such as those for titles not yet published, are returned to the re-
questing agencies at this point.
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requests not filled at the regional collections that eventually were filled
at other agencies in the system is not known.

The combined statistics of Tables C-1 and C-2 indicate that some
94,025 requests, or 78.1% of the estimated total number of interbranch
loan requests handled by the system in 1965, were filled from the re-
sources of the library's regional collections.

Table C-2

INTERBRANCH LOAN REQUESTS RECEIVED AT

BRONX AND RICHMOND REGIONAL COLLECTIONS FROM
AGENCIES SERVED DIRECTLY

1965a

The New York Public Library

Regional
Collection

Requests
Received

Directly from
Agencies

Served

Requests
Filled

Percent
Filled

Bronx (EX)

Richmond (RR)

10, 558

9, 156

6, 863 b

6, 680

650 b

73. 0

a Derived from the library's records and research undertaken by

Nelson Associates in conjunction with system personnel.

b Estimates based on available statistics.
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Table C-3

INTERBRANCH LOAN REQUESTS FILLED AT REGIONAL
COLLECTIONS FOLLOWING RECEIPT AT IBL OFFICE

1965 a

The New York Public Library

Requests
Received
IBL Office

Regional Collections
Requests

Unfilled at
Regional

Collections
at

b
Manhattan

(CN)
Bronx
(EX)

Richmond
(RR)

Num-
ber

Per-
cent Filled

Per-
cent Filled

Per-
cent Filled

Per-
cent

Num-
ber

Per-
cent

106,883c 100.0 63, 444 59.4 16,476d 154d 562 0.5 26,401 24.7

Derived from the library's records and research undertaken by Nelson
Associates in conjunction with system personnel. It should be noted that
requests filled during a year are not necessarily those received during a
year due to yearly overlaps. However, it is believed that the overlap at
the beginning and end of year sufficiently counterbalance to make com-
parisons possible.

b Number of interbranch request forms; multiple requests on one form counted
once; second requests also counted.

c Includes 105,105 author/title requests and 1,778 subject requests. Foreign
language requests are included in the count of author/title requests.

d Estimate based on available statistics. In 1965, the Bronx regional office
received 22,883 requests forwarded from the ISL office for agencies in the
system.
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INTERBRANCH LOAN PROCEDURES

As has been indicated, a patron may initiate any one of three
different interbranch loan requests. The procedures followed by sys-
tem personnel attempting to fill each type of request are described
below.

Author/Title Requests

The hierarchy of searches, preparation of forms, system com-
munications and professional efforts that may result froT an author/
title request are depicted in the flow chart on page C-12. The reader
may find it helpful to refer to this chart in conjunction with the follow-
ing description of these complex procedures.

A patron may have a specific title in mind when he comes to an
agency or he may identify a title he would like to borrow in the agency
catalog. If the desired title is listed in the catalog, there are two ques-

tions to be answered. First, is the title available for circulation at
that agency, or is it for reference only? Second, if the title circulates,
is it in the agency at that time?

If the title is held by the agency, circulates and is on the shelf,
the book is charged to the patron and the process is at an end. If the

book is not on the shelf, the patron fills out a reserve postal and the

title is reserved at the agency. In deciding how to handle a particular
reserve,the agency librarian will take into account the type of book,

the demand for the title and the number of reserves currently held

for it.

Under typical borrowing, the book out on loan should be returned
within 42 days. If it is, the reserve postal card is mailed to the re-
questing patron who is given from three to five working days to call

1 It should be noted that in both the flow chart and the written material
dealing with procedures for locating materials in response to inter-
branch loan requests the usual methods employed for each type of
request are described. Each and every request, however, is not
handled in exactly the same way. The procedure or sequence may be

varied as necessary to fulfill more efficiently the particular individual
request.
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for the book. If the title is not returned within 42 days, the agency
will initiate an interbranch loan request.

If the title is not listed in the agency catalog, the librarian
will check the agency order file. If the title is on order, it will be
reserved. If the title is not on order, the librarian then checks Books
in Print, Forthcoming Books and/or Publishers' Weekly to verify the
existence of such a title and determine if it is new. The librarian
then fills out the IBL reserve form which is delivered by a system
truck to its destination.

The librarian will also attempt to obtain a copy of the title on
interbranch loan if the agency copy of the title is for reference only
and there appears to be a chance that some other collection within the
system may hold a circulating copy, if the book is missing from the

1agency's shelves for reasons other than its being out on loan ior f the
patron needs the book before the expiration of the agency reserve
period.

The destination of the IBL reserve form may be one of three
points. Under existing procedure, all agencies in Richmond send inter-
branch requests directly to the Richmond regional office, which ad-
ministers the Richmond reserve collection (RR). In Manhattan, all
agencies send reserve forms to the IBL office. In the Bronx, 13 agen-
cies send their reserves to the Bronx regional office located, together
with the Bronx reserve collection (EX), in the Fordham agency. Seven-
teen Bronx agencies send reserves to the IBL office. One of the 17,
the Fordham agency, first searches requests directly in the Bronx re-
serve collection. If the book is not on the shelf, this agency then sends
its reserve forms to the IBL office.

At the Richmond regional office, which is located in the St. George
agency, all reserve forms received are tallied according to the request-
ing agency. A clerk then checks the combined Richmond reserve col-
lection and St. George agency catalog. If the requested title is in the
catalog, the regional collection and agency shelf lists are searched to
ascertain specifically which of the two collections contains the desired
title. After the shelf list check, the appropriate shelves are searched
to see if the book is currently available. If the book is located, it is
prepared for shipping and sent to the requesting agency.

1 The desired book may be at the bindery, missing in inventory or
missing in circulation.

aZit.
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If the book is not on the shelves, the circulation file is checked.
If the book is on loan, it is reserved by RR. If it is overdue, the
Richmond regional office may send the reserve form to the IBL office
by U.S. mail.

The order file is checked whenever the title is not listed in the
catalog. If the title is on order, the clerk clips the reserve form to
the order slip, reserves the title andnotifies the requesting agency.
If the book is not on order, the reserve form is sent to the IBL office
by U.S..mail. This is done daily, the quantity of reserve forms vary-
ing from a few to 20. There is system delivery service to and from
Manhattan twice a week, at which times requests originating in Rich-
mond that have been filled by the IBL office are delivered to the re-
questing agencies.

Since the Richmond regional office has no record of the holdings
of agencies on Staten Island, interbranch loan requests are occasionally
sent to the IBL office when they could have been filled by a Richmond
agency.

Request forms from 13 Bronx agencies are delivered to the
Bronx regional office byway of the 42nd Street shipping room. Each request
received is searched in the regional collection catalog. If the title is
held by EX, the collection's shelves are checked. If the desired book
is on the shelves the book is charged to the requesting agency and pre-
pared for shipping. The system truck delivers these books to the 42nd
Street shipping room where the material is sorted into bins according
to receiving agency. When the requesting agency receives the book re-
quested, it notifies the patron.

If EX holds the title, but it is not on the shelf, a clerk checks
the book card file to locate the book. If the book is filling a reserve in
an agency, the request form is filed behind the book card. EX waits
until the book is returned, and at that time processes the request. Re-
quests for books which are overdue at EX, however, can be sent to the
IBL office. If the desired book is on loan to an agency, but not filling
a reserve, EX fills out a recall slip and sends it to the agency. The
recall slip is delivered to the central shipping room, sorted, and de-
livered to the branch holding the book on loan.
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Whenever the requested title is not held in the Bronx regional
collection, the interbranch request form is sent by truck to the IBL
office.

Most of the interbranch loan requests originating at agencies
are sent directly to the IBL office. Seventeen agencies in the Bronx
and 35 agencies in Manhattan follow this procedure.

Each day, as request forms arrive at the IBL office, they are
alphabetized and counted. The forms are then divided into packs for
searching in the union catalog. Full-time personnel get 70 cards to
check, and part-time personnel, 35 cards to check. If the title is
found in the union catalog, the agencies holding each title are indicated
on the reserve form. When a request is for a title which has been cata-
loged for reference only or juvenile only, the reserve form is returned
to the requesting agency, which notifies the patron accordingly.

When the requested title is held at the Manhattan regional col-
lection and is on the shelves, it is prepared for shipping and sent to the
requesting agency. If the book is not on the CN shelves, and the title is
held at the Bronx regional collection (EX), the reserve form is sent to
EX for shelf search. If the request is from a Bronx agency sending its
requests directly to the IBL office, EX will reserve .the request if the
book is not on its shelves. If the request originated at a Bronx agency
which sends its requests directly to EX (the latter having dispatched it
to IBL), EX will return the reserve form to the IBL office if the title
is still not available on its shelves.

The foregoing steps refer only to titles which are approximately
older than one year. The IBL office will generally not pass along any
requests for newer books since it is felt that such titles are probably in
heavy demand throughout the system. This rule is not rigid, however,
since it may be related to the copyright data or, alternatively, the date
on which the title was secured for the system. In general, it applies
to "newer" books, which are more likely to be in heavy demand.

If the requested title is not on the CN shelves, not held or avail-
able at EX and is older than a year, the IBL office telephones up to three
holding agencies in an effort to locate a copy. If the book is available on
one of these agencies' shelves, it is prepared for shipping and sent to
the requesting agency. If the title is not on the shelves of any of the
three agencies, the IBL office places a reserve for the title at the third
agency called. When the book is returned to this agency it is forwarded
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to the requesting agency, which notifies the patron. At times, the re-
serving agency may discover that the book is overdue,at the bindery, or
that it is otherwise unavailable to fill the reserve that has been placed
on the title. Whenever this proves to be the case, the agency librarian
is responsible for informing, in writing, the IBL office of the agency's
inability to fill the telephoned reserve. Upon receipt of such notice,
the IBL office telephones a reserve order to another agency holding
the requested title.

Whenever the requested title is not held in the CN collection,
the IBL office also telephones up to three agencies, asking them to per-
form an immediate shelf check. If the book is available at one of these
agencies, the agency prepares it for shipping and sends it to the re-
questing agency. If the book is not located, the IBL office telephones a
reserve to a fourth holding agency. The procedures followed at this
reserving agency, either when the book is returned to fill the reserve
or when the agency wishes to cancel the reserve it has received from
the IBL office, are as described above.

Those titles not found in the initial search of the union catalog
are checked against the Manhattan regional collection (CN) order file.
If the title is on order and the requesting agency is in Manhattan, the
IBL office will reserve the ordered title to fill the request. If the re-
questing agency is not in Manhattan, the IBL office will determine if
the title is on order at the other regional collections or at any agency.
If it is, the reserve will be placed with a regional office or agency.
A requested title not on order other than at the Manhattan regional col-
lection will be reserved there.

When a requested title is not listed in the CN order file, it is
put aside for professional rechecking. Rechecking involves a number
of steps intended to disclose the status of a particular title. It is a
time consuming operation which can take a number of days to perform
completely. This rechecking may reveal any of the following: the title
has been purchase deferred; has been passed and not ordered; is on
order for the Book Order Office; is being reviewed; or is being passed.

The particular reason for the unavailability of the title is in-
dicated on the back of the request form and the form is returned to the
requesting agency. If the title is on order, the requesting agency holds
the reserve form for reactivation at a later date. If the requested title
cannot be borrowed and is not to be ordered, the original reserve postal
is returned to the reader notifying him that the desired title is cur-
rently unavailable in the system.
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Faced with heavy demand for a particular title and/or unavail-
ability of the Manhattan regional collection's copies of the desired book,
the IBL office may order or reorder any title for the Manhattan re-
gional collection. The practice has been to order an additional copy
for every five requests accumulated for a title.

During the processing of a request for a title that is not located
in the search of the CN shelves, the IBL office may attempt any of the
aforementioned steps a second time, such as sending the request to the
regional collections for shelf checking or telephoning agencies. This
is done in the hope that a copy of the desired title has been returned to
one of the regional collections or agencies in the interval following the
initial search of the shelves there.

Subject Requests

The IBL office, relying on the Manhattan regional collection,
handles the major portion of subject requests received within the sys-
tem. During 1965, 1, 778 request forms containing subject inquiries
were sent to the IBL office. Professional librarians perform the pro-
cedures required to fill such requests for materials.

Upon receipt of a subject request, the IBL office checks the ap-
propriate union catalog subject entry. If the subject is not listed as
such in the catalog, relevant indexes, such as Publishers' Weekly, are
reviewed to ascertain appropriate titles in the requested subject area.
Once specific titles are identified, a search is performed to determine
whet:her or not the Manhattan regional collection holds the titles and,
if so, whether they are on the CN shelves. Books located on the shelves
are examined for their applicability to the particular subject request.
Titles fulfilling the request are sent to the requesting agency.

If a title listed in the union catalog or in one of the various in-
dexes employed is not held at CN or is not on the CN shelves, the IBL
office telephones the regional collection or agency holding the title to
determine if it is available at the time. A title so located is examined
by the holding agency for applicability to the request. If the title ap-
pears to fulfill the subject request, the IBL office asks that the book be
sent to the requesting agency.

Foreign Language Title Requests

Requests for foreign language titles are handled by a professional
in the IBL office who specializes in such books. For the most part, these
requests are filled from the Manhattan regional collection and the Donnell
foreign language collection.



Patron requests title

at agency

NO

NO

Title charged to patron

0
A

OTHERS

Title reserved at agency

NO

Reserve postal mailed

to patron

Patron comes to agency



Reserve form delivered
to Bronx regional collection

(EX)

ency fills out BRONX OR MANHATTAN

reserve form

Title on EX shelves Titk on loan or other OTHER'

Title reserved at EX

Title prepared for

shipping

Title arrives at EX

Reserve for

Reserve form delivered Reserve forms sorted
at 42nd Street

To IBL c

by truck to 42nd Street

Title delivered
Title delivered to

to requesting agency
42nd Street

Reserve form delivered
to Richmond regional

collection
(RR)

Reserve form mailed
Title in RR order file

to IBL

NO OTHER b



1114.0+,..,....
Chart C

YSTEM FLOW AUTHOR/ TITLE REQUESTS
The New York Public Library

Reserve form delivered

to 42nd Street

Reserve form delivered

to IBL

erve forms delivered

to IBL

Reserve forms

alphabetized by author

Title prepared for

Title on order or
n Old On

shipping

Holding symbols

recordedf

Title in
Manhattan re se rve

collection (CN)

YES

IBL telephones agencies

Title

YES e

Title ol

IBL places reserve with

fourth agency
d

NO

YES
Requesting agency

in Manhattan

Professional rechecking

of title

YES Title in visible file



^

Title owned by EX

IBL telephones

up to three agencies

YES

YES

Reserve form delivered

to EX

Reserve form delivered

to 42nd Street

Reserve form delivered

to 42nd Street

Reserve form delivered

to EX

Reserve form delivered

to 42nd Street



Reserve form delivered

to EX

Reserve form delivered

to 42nd Street

Reserve form forwarded

to book order office

Book order office

checks committee file

Reserve form forwarded

to office of adult services

Office of
adult services decides

'to purchase title

E

NO

NO

Reserve form returned

to book order office

Reserve form returned

to IBL.

Agency notified request

unfilled



Title reserved at agency

E
S

NO

Reserve postal mailed

to patron

a Agency, EX or RR sends to IBL if title is

b 13 Bronx agencies send reserve forms to EX.

c 17 Bronx agencies and 35 Manhattan agencies

Title charged to patron
Patron comes to agency

Reserve form
to Richmond

collecti.
(RR)

(

send to IBL if heavy reserve demands foroverdue or missing; agency may

send reserve forms to IBL.

title.

Title delivered

d Depends on number of agencies owning title; if less than four, reserve will be placed sooner. When title arrives at reserving agency,

it is prepared for shipping, delivered to 42nd Street and then delivered to the requesting agency.
to requesting agencye

e When requesting agency and donor agency are both in Richmond, title is not routed to 42nd Street shipping room.

f If reserve form for title which is reference only in agencies, it is returned to requesting agency marked "Reference Only," and
agencies in borough which have title are indicated. Agency notifies patron. If title is "Juvenile Only," reserve form is returned to
requesting agency and patron is notified.

g

h

If request is for an older title which is owned by some agencies, IBL will telephone agencies. IBL will also telephone if its copy is
missing or overdue.

Depending on status of CN copy (unavailability for any reason), IBL may repeat any of previous steps, i.e., telephone agencies, send
reserve form back to EX, reorder title, etc.





Reserve forms delivered

to II3L

fourth agencyd

Reserve forms

alphabetized by author

mailed

11/16

Title prepared for

shipping

Title in CN order file

Professional rechecking

of title

YES
Requesting agency

In Manhattan

Title on order or
being read noted on

reserve form

Reserve form delivered

to RR

Reserve form delivered

to 42nd Street

Reserve form delivered

to agency

YES
Title in union catalog

Reserve form del

Title in CN
order file or cataloging

process file

YES



h agency d

Requesting agency
in Manhattan

0

Y ES

YES
ride on an Agency shell

NO T1t1t on crier at ancv NO

TO RR Reserve forms sorted
at 4trid Street

0

Reserve form delivered

to EX

Reserve form

sent to agency and filed

YRS

One )`ent

ReFe r c torm deli% e red

to 4Znd Street

Reserve form deli\ red

to EX

Hese rve form delive red

to 4Znd Street

RIL telephones agencies

COPY OVERDUE
IN BINDERY
OR MISSING

RIL orders to
replace title or recalls a

title on circuit

Reserve form returned

to RIL

COPY IN NORMAL CIRCULATION

rIBL telephones agencies



CIRCULATION

Reserve form filed at CN

and agency notified

CN title arrives

Reserve form forwarded

to book order office

Book order office

checks committee file

Reserve form forwarded

to office of adult services

Office of
adult services decides

to purchase title

Reserve form returned

to book order office

NO

Reserve form returned

to IBL

Reserve form returned

to IBL

Agency notified request

unfilled
1,

Patron notified

title unavailable in system



Appendix C
page 13

INTERBRANCH LOAN COMMUNICATIONS

Interbranch loan request forms are delivered from requesting
agencies to the regional and IBL offices by library owned trucks. Four
truck routes provide most agencies with daily weekday service. Route
#1 covers part of Manhattan; route #2, part of the Bronx; route #3,
parts of the Bronx and Manhattan; and, route #4 services Richmond.

All interbanch request forms, placed in addressed envelopes,
are picked up at Bronx and Manhattan agencies and arrive in the 42nd
Street shipping room each morning. There, envelopes containing the
reserve forms are sorted and delivered to either the Bronx regional
office or the IBL office. In Richmond, nearly all agencies are ser-
viced by a daily truck delivery. Request forms from these agencies
are delivered by truck to the Richmond regional office. The Richmond
regional office uses U.S. mail to send its reserve forms to the IBL
office, whereas request forms being routed between the IBL office and
the Bronx regional office are sent by system truck.

The telephone is employed in filling interbranch loan requests
by the IBL office to reserve titles at agencies or the regional collections.
The IBL office also telephones EX or RR for certain.books which might
satisfy subject requests.

All books which are being interbranch loaned are delivered to
and from requesting agencies by the system's truck fleet. This delivery
service is daily except between Manhattan and Richmond where twice-a-
week service is provided. Nearly all deliveries to and from requesting
agencies must pass through central shipping at 42nd Street for sorting.

TIME REQUIRED TO FILL INTERBRANCH
LOAN REQUESTS

In general, patrons are told that a title requested on interbranch
loan should not be expected for two to three weeks. Moreover, when a
title on request has to be reserved, or when a particular request ne-
cessitates extensive professional rechecking it can take as long as six
months for a patron in any of the three boroughs to procure the desired
book.

Overdue books are often a cause of delay in filling requests. Be-
cause of mechanical checkouts and centralized film processing, it takes
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a minimum of eight weeks after a patron borrows a book before the book
can be traced and the patron sent an overdue notice. Insufficient staff
fur thorough catalog and file checking also appears to hinder the process
of filling interbranch loan requests. Finally, the routing of all material
to and from the 42nd Street shipping room can, in some instances, add
days to th n. total time required to fill a request.

FORMS USED IN INTERBRANCH LOAN

1. The Reserve Postal. The reserve postal,
addressed by the patron to himself, is sent
by the requesting agency to notify him of the
disposition of his request.

,ththor

Title

YORK PUBLIC
Plcase bring this wtice and
..nr 141!)rarv card when you
uoint. 1r the above book

v. ill be reserved for you

through .

Please notify us if you no longer wish this book

lLASS NO.

E ..I:IivED

NOTICE MAILED

form 079b (1-18-06 50m3



2. Interbranch Loan Reserve Form. This two page
form is prepared for all interbranch loan requests.
If the desired title is not immediately available
and must be reserved to fill the request, the second
page of the form is forwarded to the requesting
agency indicating which agency or collection has
placed the reserve.

Pagel-FRONT

REQUESTS DATE
CLASS

NO.

AUTHOR
TITLE
PUBLISHER PRICE Staten Is.

Manhattan E M WB FX RD DII

A F MY Y GD SD GK

BL FW N Bronx HB TG HK

BR H NA AL HS TM NB..

C HF OT CI JP VC ND

CA HG R CP K VN Pli.
CC HL S CT ME. WF PR_

CH HP SE DY MH WK El
CL HT SS EA MO WL SB

101. HU SW. MR WO SG

CS IN TS FD MT WT ST

D J W FR PK 'Over ) T
TV
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Pagel-BACK

BRANCH COMPLETE:

CHECKED IN:

Branch
Catalog

Order
File

BIP
PW

Other

IBL CN ZX RR

WILL SEND

Author
Title

OR

Request returned for following reason:
Not listed in Union Catalog
Purchased deferred
Passed and not ordered
On order for BOO
Being read
Passing
Ordered by branch

Page 2

i
CLASS

REQUESTS DATE NO.

AUTHOR
TITLE
PUBLISHER

PRICE

Has reserved for

Has not reserved for

No. of reserves Reference Bindery

Juvenile Missing

Please re-consider
for branch purchase Remove from Union Catalog

Date:

aca*C.S2D,



INTERLIBRARY LOAN REQUESTS
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As has previously been indicated, the volume of interlibrary
loans processed by the system for its patrons is negligible.
During 1965, the library filled 34 of the 150 requests it received from
sources outside the system for material on interlibrary loan. Many
of the unfilled requests were for non-circulating materials held by
the library.

TELEPHONE CALLS TO UNION CATALOG

Although the library maintains a service enabling patrons to
make telephone calls directly to the union catalog for general as well
as specific holdings information, statistics are not kept on the number
of such calls. However, the staffing required to provide this service
is extensive1 and library personnel estimate that tens of thousands of
such inquiries are received each year. They believe that special li-
braries and students constitute the source of at least half the calls
received.

Since the public has direct access to the system's union catalog,
patrons are free to make in-person searches for the desired informa-
tion.

1 The library provides 22 man-hours per day of telephone service to
answer union catalog inquiries.



Appendix D

INTERSYSTEM LOAN POTENTIAL

In the course of the study an attempt was made to ascertain
the percentage of author/title requests unfilled in each system becausethe desired titles were not held which could be filled if all such requests
were, as a matter of routine, sought in the other two systems before
being returned to the requesting patrons. This analysis excluded the
intersystem loan potential associated with requests that are unfilled by
each of the systems because the requested titles a're held as reference
material or because the titles, although listed in the union catalog, are
determined in the course of processing the requests to be unavailable
at the time. The results of the research are summa.vized in the last
section of this appendix, beginning on page D-3. The discussions be-
low detail the sampling procedures employed in each of the libraries
in connection with this analysis. 1

BROOKLYN PUBLIC LIBRARY SAMPLE

The Interbranch Loan librarian was asked by the contractor to
provide a sample of unfilled author/title requests initiated in the sys-
tem in the recent past. In response to this request, photocopies were
made by the IBL staff of 93 unfilled request slips initiated within the
six month period from October 1965 through March 1966. Of these un-
filled requests, 82 represented titles not found in the system's union
catalog. These 82 constituted the Brooklyn sample.

QUEENS BOROUGH PUBLIC LIBRARY
SAMPLE

The contractor, collaborating with system personnel, made
a list of 15 agencies representative of those in the system. In selecting

1 It will be noted that the research methods used differ from system
to system. These differences are the result of dissimilarities in
the nature of the records maintained on unfilled interbranch loan
requests in each of the libraries.



these agencies, a number of factors were taken into account: total
holdings of agency, total circulation of agency, socio-economic
situation of area served by agency, and agency's location in the bor-
ough. The agencies selected were asked to submit their records of

1unfilled author/title requests for March 1965 through February 1 966.

A systematic sample was selected from these records. The
records were lined up and individual unfilled requests chosen at regu-
lar intervals throughout the entire grouping. Altogether 140 requests
were picked. Of the 140 requests, 47 were unfilled for reasons other
than that the title was not listed in the union catalog. For six items,
the requests had actually been filled and the request forms had appar-
ently been incorrectly filed among the unfilled requests. This left 87
titles for the sample of requests that were unfilled because the items
were not held by the system at the time of the request.

THE NEW YORK PUBLIC LIBRARY SAMPLE

The 103 sample reserve forms for the system constitute the
total number of reserve requests which were

2
rechecked by the IBL

office during the second weck of April 1966. These forms were fur-
nished by the IBL office and were considered by them to be typical of
those rechecked during any given week. For NYPL, therefore, the
total sample as selected represented only titles not found in the sys-
tem's union catalog.

1 This period was chosen because it was the last twelve-month
period of normal operations for the system prior to the transfer
to its new central building.

2 Rechecking is done when a requested title is not originally lozated
in the union catalog. All rechecking is done by professionals. A
pilot study was conducted with the assistance of the IBL office
during the month of April. Data were collected to determine both
the daily number of reserve requests received by the IBL office
and the percent of requests not found in the initial union catalog
search and left for rechecking. During this period, 10% of the re-
quests were not originally located in the union catalog. This figure
agrees with the percentage of rechecking which IBL personnel have
estimated for recent years.
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The sample of requests from each of the systems was searched
in the union catalogs of the other two systems. The overall results of
these searches are shown in Table D.

The sampling procedure was not designed to determine for
each sample the degree of overlap in the titles available at the two sys-
tems searched. It is believed, however, that this overlap is consider-
able. Thus, although 33% of the unfilled BPL requests searched were
found in the QBPL union catalog and 50% were found in the NYPL cata-
log, these two percentages no doubt represent many of the same titles.
The percent of the BPL sample titles available in the other two systems
is assumed to be closer to 50% (the number found in NYPL) than to 83%
(the sum of 33% found in QBPL and 50% found in NYPL). Nonetheless,
as the table indicates, at least 50% of the titles in the BPL sample,
47% of the titles in the QBPL sample and 30% of the titles in the NYPL
sample were potentially available for intersystem borrowing.

Of course, the existence of a circulating copy of a particular
title in P system's union catalog does not insure that a copy of the book
would be available on the shelves in the donor system at the time a re-
quest is received from the system wishing to borrow. In a trial con-
ducted by two of the systems several years ago, it was found that from
25% to 50% of titles requested by one system and held by the other were,
in fact, available for intersystem loan at the time of the request. Ex-
trapolating from that finding, it is likely that 25% to 50% of titles poten-
tially available for intersystem loan as indicated in the sampling would
be actually available at the time requests are received. If the donor
system were willing to place reserves in behalf of the requesting sys-
tem whenever the requested titles were not immediately available, the
overall percentage of requests that could be serviced through intersys-
tem loan procedures would, naturally, be much higher than the range
used here.

It appears from the sampling, therefore, that approximately
12% to 25% of the author/title requests unfilled in two of the systems
because the titles were not held and 8% to 15% of the requests unfilled
in the third system because the titles were not held could be filled if
the libraries engaged in intersystem loaning as a backstop to their
individual interbranch loan procedures.
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Table D

SAMPLING TO DETERMINE NEW YORK CITY
LIBRARIES' INTERSYSTEM LOAN POTENTIAL

Origin-
ating

System

Sample
Size

SEARCHED AT
BPL QBPL NYPL

Percent
Avail-
able 1

Percent
Not

Avail-
able 2

Percent
Avail-
able 1

Percent
Not

Avail-
able2

Percent
Avail-
able 1

Percent
Not

Avail-
able 2

B P L

Q B P L

NYPL

82

87

103

47

30

53

70

33

17

67

83

50

45

50

55

1 Available titles are those titles in the sample which had been cataloged by the
system being searched and of which that system held one or more circulating
copies.

2 Not available titles are those titles in the sample which had either not been
cataloged by the system being searched or which were held by the system
being searched as reference only material.


